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/Q\VERMONT Expense Training Guide

Employee/Delegate
EXPENSE REPORTS

Entering Expense Reports
CREATE Expense Report from Blank
Procedure

The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Expense Reports.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- After every couple lines on your expense report, click the "Save for Later" button to
prevent the "data inconsistent with database" error that prohibits you from saving or submitting.

5. Timeliness- All employees are expected to submit their Expense Reports within_twenty (20) calendar
days after completion of the travel event or the incurrence of a business expense.

6. Taxable over 60 days- Any item that is past 60 days is required to have a "Taxable" Billing Type and
an Explanation of Late filing form
(http://finance.vermont.gov/sites/finance/files/pdf/Expenses/FM_EXP_Over60DayForm.pdf).

7. Receipts- Refer to your department's policy regarding handling of receipts.

8. All employment related expenses must be reimbursed through the Expense module and any
reimbursements will be made directly into your direct deposit (balance or 999) account.

Page 2 of 130


http://aoa.vermont.gov/bulletins
http://finance.vermont.gov/sites/finance/files/pdf/Expenses/FM_EXP_Over60DayForm.pdf

»~ VERMONT

Expense Training Guide
Employee/Delegate

Step | Action

Click the Main Menu
button.

r Favorites © 5k ] Web Slice Gallery v

| @ Employec-facing registry content | |

£ ~ B -~ & = - Page~ Safety

OracLe
Favorites

Personalize Content | Layout

Search:

\ ®
[ My Favorites

[ Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

— Wy Dictionary

@ Intemet | Protected Mode: Off 4

Step

Action

Click the Employee Self-
Service menu.

| 1 Employee Self-Service

s Favorites 5 @] Web Slice Gallery =

| @ Employee-facing registry content [ B v E) - 0 d v Pager Sofen

oracLe

Favorites . Main Menu
Search Menu:

[ &

ST (3 Employee Self-Service »
Change My Passwori

b Fe D My Personalizations

[> Employee

- Change ) [E] My System Profie

— My Persol D My Dictionary

— My Systen

- Wy Dictionary

Personalize

&P Internet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

3. Click the Travel and
Expense Center menu.

| &I Traveland Expense Center

(/& Ermployee-facing egisty content -
O

File Edit View Favorites Tools Help

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT IR EE

& Favorites | g @] Web Slice Gallery +

| & Employee-facing registry content

|_ 5o~ v [ @ v Pagev Safety:

ORACLE"

Home | | AddtoFavorit

Favorites - Main Menu

Search Menu:

e &

Personalize Content | Layoul

Search:

L (1 Employee Self-Service
E—— [El change My Password [ _Travel and Expenses »
i E:npzllt:;eﬂz D My Personalzations I Travel and Expense Center I

— Change k D My System Profile
— MyPersal [ my Dictionary

— Wy Syster.

— Wy Dictionary

& Internet | Protected Mode: Off a

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St

Step | Action

4, Under the Expense Report
menu, Click the Create link.

This link can be saved as a
favorite by clicking the
Add to Favorites link in
the upper right hand
corner.

Travel and =

9 {kip=iiin

File Edit View Favorites Toels Help

erp state:vt.us/psp/ TRAINING/EMPLO I8 PTPP_SCHOMEPAGEFic + & |43 | X [ Bing B

i Favorites | 55 2] Web Slice Gallery »

(@ Travelond Expense Center | B v B v @ v Pagew Safetyr Tooksv @v

ORACLE'

Home | AddtoFavortes | Sianout

ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Zali ooty print, view or delete an Expense Report

ravel Authorization
reate, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete a Cash Advance.

Authorization E Create
= E Create E] Hodify
1= Print = Modify = print

2 More. = Print 2 More.
3 More.

@ Print Reports L—@] Review Payments
Print any one of your expense transactions. Review history of expense payments
= Expense Report = Review Expense History
E Travel Authorization [ Review Payments
 Cash Advance

Done @ Internet | Protected Mode: Off v Ri0x ~
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Employee/Delegate

Step

Action

NOTE: The State of
Vermont only uses three of
the available options for
Start your report with:

1. A Blank Report -Default

2. A Travel Authorization -
Must be used when there is
an associated approved
Travel Authorization. See
section on Starting report
with Travel Authorization

3. An Existing Report —
Copies information from
another report into the new
report. See section on how
to start with an Existing

File Edit View Favorites Tools Help

r Favorites | 5l ] Web Slice Gallery +

[@cme — B - per i
ORACLE'

Favories . Main Menu

New Window | Help | Cus

Create Expense Report

Expense Report Entry

Alice Alice

User Defaults ReportiD:  NEXT

ith: [ ¢ Repol
~ Enter Report Information

*Report Description: Reference:
*Business Purpose: - Comment:

Default Location: Q

Default Accounting For Report Apply Cash Advance(s More Options: - GO

First Bl 1.4 or 4 B st

Enter Expense Lines Customize | Find

*Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type

4
A H B

Add: New Expense Copy Selected EXpense(s). Delete Selected Expense(s) |

Check For Errors
REDO I’t Dene @ Intemet | Protected Mode: OFf Iv’;
Step | Action BT
) httpsy//Finsbi3.erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIE_ TE_NAV.WEBLIE FUNCT » G |43 | x [l Bing p -

Enter a short, meaningful
description into the Report
Description field.

File Edit View Favorites Tools Help

i Favorites | g, ] Web Slice Gallery =

| @ create | % v B v = ® v Pagev Safetyr Toolsw @+

ORACLE

Favorites  Main Menu

New Window | Help | Customize Page | B~

Create Expense Report
Expense Report Entry

Alice Alice

Start Your Report With: | G=lEIIEEE 0T v| GO

User Defaults ReportiD:  NEXT

*Report Description: Reference: g
*Business Purpose: - Comment:
Default Location: a

Default Accounting For Repart Apply Cash Advance(s + GO

More Options:

First Kl 1.4 04 B Last

Enter Expense Lines

-
-
-
-
Add: NewExpense - o] Copy Selected Expense(s)... | Delete Selected Expense(s) |
Check For Errors -
Done @ Intemet | Protected Mode: Off h v RIN% v

Page 5 of 130



7~ VERMONT
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Employee/Delegate

Step | Action

7. Click the drop down arrow
to choose the Business
Purpose.

K )l £ hitps://finsbid.erp.stateavtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] + & | 2| x [ Bing

File Edit View Favorites Tools Help

r Favorites | 5k @] Web Slice Gallery +

[@cm — B B pger s
ORACLE'

Favorites . Main Menu

Mew Window | Help | Cus

Create Expense Report
Expense Report Entry

Alice Alice

User Defaults

Start Your Report With: A Blank Report > GO

~ Enter Report Information

ReportiD:  NEXT

*Report Description: Annual Meeting Reference:
*Business Purpose: - Comment:
Default Location: .
Audit -Inspections - Licensing
Client Support
Conference y
Default Accounting For R Construction, Repair, Maint More Options: - GO

Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup

First Bl 1.4 o4 B st

Enter Expense Lines e ol 2] 2

Customize | Find

EETTER T |y gicial Assignment nount Spent [*Currency [*Payment Type *Billing Type
Legal - Law Enforcement
agislatg
Ieeling
14
Training
- |
Add: New Expense - OK Copy Selected Expense(s). Delete Selected Expense(s) |
Check For Errors
Done &P Internet | Protected Mode: Off £

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few
letters of the location and click the magnify glass. The list includes all towns in Vermont, all
States and Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska

are considered Out of Country

Entering a Default Location is
optional. It will populate the
destination location field on each
expense line for you.

Step | Action

8. Enter the first three letters
into the Default Location
field.

O
€l

File Edit View Favorites Tools Help

& https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g K meg

i Favorites | & Web Slice Gallery =

| @ create [ B v B v & v Pagev Safen
ORACLE’

Favorites © Main Menu

New Window | Help | Cus

Create Expense Report
Expense Report Entry
Alice Alice

User Defaults

- o]

ReportID:  NEXT

Start Your Report With: A Blank Report

Step | Action

9. | Click the Look up Default

~ Enter Report Information
*Report Description: Annual Meeting\ Reference:
*Business Purpose: - Comment:
| Defauit Location: | B |
Default Accounting For Report Apply Cash Advance(s More Options: > GO

Location button.

Enter Expense Lines

*Overview

T
customize | Find | View Al | 20 | B First B 1a ora B Last

‘Expense Date

2Amount Spent|*Currency |*Payment Type *Billing Type

af 4] 4] 4

HA A&

Add: New Expense
Check For Errors

Copy Selected Expense(s)..

Delete Selected Expenseis) |

Dene

&P Internet | Protected Mode: OFf

4
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Employee/Delegate

Step

Action

10.

Select the location link.

(el £ hitps://finshid.erp.statet.us/ psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIB_TE NAV.WEBLIB_FUNCT = ) | ¢ | x [lll© 8ing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery ~

| @ create ] i v E) v [ d v Pagew Safen,

orAcle G —

Favorites  Main Menu

Look Up Default Location

Search by:  Expense Location v begins W\Ihl

LookUp | Cancel |Advannad Lookup

Search Results

[BURLINGTOMN YT

Done & Internet | Protected Mode: Off £

Step

Action

11.

Click the Expense
Type drop down arrow.

| ] https://finsb statetus/psp/ T MPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ & | 44| X [I6® Bing

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery =
Jgoaata M- v [ de v Pagew Safefy

ORACLE

Favorites © Main Menu

New Window | Help | Cus

Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportiD:  NEXT

StartYourReportWith: ABlankRepot v GO|

*Report Description: Annual Meeting Reference: ]

*Business Purpose: Meeting - Comment:

Default Location: [BURLNGTONVT @

Default Accounting For Report Apply Cash Advance(s) More Options: - EI

B = ]
-
-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

& Internet | Protected Mode: OFf ]
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Employee/Delegate

Expense Types are listed in
alphabetical order. See Bulletin 3.4
and the Expanded Expense Type list
on the Finance & Management
website for guidance on Expense

types

Step | Action

12. | Select the appropriate
Expense Type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

File Edit View Favorites Tools Help

r Favorites | 5l @] Web Slice Gallery +

| @ create | - v (2] deh v Pagew Safety
(O[/AGRIC HORT WILDLIFE
AUTO REPAIRS
AUTO SUPPLIES
Faverites  1eo0Ks SUBSCRIPTIONS LI
CLOTHING New Windew | Help | Cus
DATAWIRELESS MOBILE = —

DOC 75% PER DIEM QUTST
Create Epoc FuLL PER DIEM OUTS'

Econ Dev - Client Meal
Exper FOOD - GROUP MTG
Alice Ali¢Family Preservation
Family Preservation Support
Start Yous Finger Printing
Foster Parent Damage Clairm
m Foster Parent Food

Foster Parent Recruitment

*Report D Foster Parent Reward-Recoc
Foster Parent Support Misc
Foster Parent Training
Default L| GASOLINE T Q
IN AIR TRANSP
IN BREAKFAST
IN COMMUTER MILE
IN CONF/TRAIN REGIST
IN DINNER
LIS N INCIDENTALS

er Defaults
+ GO

Reference:

ReportiD:  NEXT

"Business hd Comment:

Default As ply Cash Advance(s More Options:

- oo

First Bl 1.4 o4 B st

Customize | Find | View All | 2] 3

*Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type

FTPR I [ ODGING
INLUNGH
EEEE I N MILEAGE ADAPT VAN

4
A H B H

Add: New Expense Copy Selected EXpense(s). Delete Selected Expense(s) |

Check For Errors

@ Intemnet | Protected Mode: Off £

Step | Action

13. | Enter the date of the
expense by either typing a
valid date or selecting the
date using the calendar
icon. Note: This date
cannot be in the future.

Payment Type and Billing Type are
set to default

Payment Type - Employee
Billing Type - Non Taxable -Internal

Any expense that is over 60 days
will require changing the billing
type to taxable.

€| https://finsbs3.erp statevt.us/psp/TRAINING/EMPLOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_ FUNCTI + G |43 | X [liIt> Bing

File Edit View Favorites Tools Help

e Favorites | iz ] Web Slice Gallery ~

|@Craate |7 - ~ [ d= v Page~ Saf
ORACLE’

Home | Addtd
Favorites | Main Menu

New Window | Help | C

Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportID:  NEXT

*Report Description: Annual Meeting Reference:

*Business Purpose: Meeting b Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: - EI

pense Line & <
pense Date e e B e

B INMILES - FULL ~ 101512014 [31 0.00USD @ || Employes ~ | Non-Tax v [Detail
-
-
-

Add: Mew Expense

Check For Errors

- OK Copy Selected Expense(s). Delete Selected Expense(s) |

& Internet | Protected Mode: Off
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Employee/Delegate

Step

Action

14.

Each Expense Type will
have a detail page that will
also need to be completed,

Click the Detail link.

Ko )l £ hitps://finsbid.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] + & | 2| x [ 8ing

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery +

[@cene [ B B0 0 @ Pager sy
ORACLE

Favorites . Main Menu
New Window | Help | Cus
Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportID:  NEXT
“Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT a
Default Accounting For Report Apply Cash Advance(s’ More Options: A EI
er Expense Line & < P
B IN MILES - FULL - (1011502014 5 000|USD Q| Employee v | Non-Tax  [[*Detail |+
-
-
-
Add: New Expense 'ﬁl Copy Selected Expense(s). Delete Selected Expense(s) |
Check For Errors
&P Internet | Protected Mode: Off £

Step

Action

15.

Enter the number of miles
for the round trip into
the Miles field.

Note: The mileage rate of
reimbursement is updated
and maintained in
accordance with the
State's negotiated
agreements.

Sl &) hitps://finsbid.crp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/5/WEBLIB_TE NAV.WEBLIB FUNCT] ~ & | 42| x [ Bing

File Edit View Faverites Tools Help

e Favorites | gl @] Web Siice Gallery +

7|§Q'Eate | | - v (2] e v Pagew Safety

orAcLe G —

Favorites . Main Menu

Mew Window | Help | Cus

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: "m@
“Payment Type: Employee - [[INoReceipt
*Billing Type: Non-Taxable - Internal ~  [Jtion-Reimbursable
“Miles: |k oss00
*Originating Location: Q
*Destination Location:  [BURLINGTON VT Q
“Description:
*Amount Spent:
*Currency: ’ﬁq
*Exchange Rate: 1.000000 B
Default Rate
Reimbursement Amt: 0.00 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Done &P Intemnet | Protected Mode: Off L1
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Employee/Delegate

Step

Action

16.

Enter a few letters of where
you started your trip into the
Originating Location field.

Step

Action

17.

Click the Originating
Location button.

€5 Create - Windows

2 e | &) hitps://finshi3. erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] = & | 44| X [II® Bing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery +

(@ . Bc B @ - b s
ORACLE'

Favgrices . Main Menu
New Window | Help | Cus
Create Expense Report

Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT

|About This Expense
*Expense Date: 10152014 [+

*Payment Type: Employee - Ho Receipt

*Billing Type: ‘Non-Taxable - Intenal = | Non-Reimbursable
*Miles: 78 x 05600

*Originating Location: mon

*Destination Location:  [BURLINGTON VT Q

*Description: ]

*Amount Spent: 0.00]

“Currency: usD &

*Exchange Rate: 1.00000000 %% [
Default Rate

Reimbursement Amt: 0.00 USD

Exception Comments
Location Amount: |

No Receipt: [

Accounting Detail

Done & Intemnet | Protected Mode: Off £

NOTE: A default Originating location can be set through the User Profile using the following naviation:

Employee Self-Service > Travel and Expenses > Review Edit Profile Click on the User Defaults tab.

Step

Action

18.

Click the location link to
select.

Kl ] itps://finsbid.crp.statext.us/ psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLIE FUNCT) = & | 44| x [llD 8ing

File Edit View Favorites Tools Help

i Favorites | i ] Web Slice Gallery =

| & create [ B v B v @ v Pagev Safen

orAcLe

Favorites . Main Menu

Look Up

Search by:  Originating Location + heging with

LookUp | Cancel |Anvamnad Lookup

Search Results

MONKTOM YT
MONTANA
MONTGOMERY YT
MONTPELIER VT

€ Intemet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

19.

Enter the Destination
location if a Default location
wasn’t selected. This
location should be the
furthest point travelled
during the trip

KISl £ hitps://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] + & | é2 | x [ Bing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery ~

|@ create ] By v E) v [ g v Pagew Safen,

orACLe

Favgrices . Main Menu

New Window | Help | Cus

Create Expense Report

Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: 10152014 [+
*Payment Type: Employee + [[IHoReceipt
*Billing Type: Non-Taxable - Internal +  [[INonReimbursable
*Miles: [ 78 x oss00
“Originating Location: |MONTPELIERVT @
| “Destination Location: |[BURLINGTON VT 2
*Description:
*Amount Spent: 43.68
*Currency: ’ﬁq
*Exchange Rate: 1.00000 L=
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

@ Intemet | Protected Mode: Off 4

Step

Action

20.

Enter an explanation of what
this trip was for into the
Description field.

If there were locations
travelled to along the way,
those can be indicated here.

<o
ce

File Edit View Faverites Tools Help

| &] https://finsbi.erp.state.t.us/ psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLIE_FUNCT) ~ & | 4y | x D 8ing

r Favorites | gl @] Web Slice Gallery +

| @ create | | B~ v [Z] deh v Page~v Safety

oracle

Favorites . Main Menu

Mew Window | Help | Cus

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: 10152014 [

“Payment Type: Employee +  [IhoReceipt

*Billing Type: Non-Taxable - Internal - [[honReimbursable

“Miles: [ 78/ x oss00

MONTPELIER VT s}
BURLINGTON VT a

*Originating Location:

“Destination Location:

*Description: I
*Amount Spent: 43.68
*Currency: lﬁq
*Exchange Rate: 1.00000 B
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

@ Intemet | Protected Mode: Off ]
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Employee/Delegate
Verify/Change accounting detail for an expense line

Step | Action

KOl £ hitps://finsbid.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » & | 2| x [ 8ing

A

1. To verify/change the Fle tdt_View Favoites Took ey

accounting information for phizcian v itk o B-B-o8
. @ Create ~ B v [ & v Page~ Safety
the expense line, — LL___________________ 88 08 =

orACLe

Favorites . Main Menu

Click the Accounting Detail Hew Windou | Help | Cus
link on the Expense Detail Create Expense Report
page fOf the |ine. Expense Detail for IN MILES - FULL (Line 1)
- - Alice Alice Report ID: NEXT
Accounting Detail
*Expense Date: 10152014 [H
*Payment Type: Employee + [CIHoReceipt
*Billing Type: Non-Taxable - Internal ~  [CINon Reimbursable
*Miles: [ 78/ x oss00
+Originating Location:  |MONTPELIER VT a
*Destination Location:  [BURLINGTON VT Q
*Description: m

*Amount Spent:

*Currency: lﬁq
*Exchange Rate: 1 R
Default Rate

Reimbursement Amt: 4368 USD
Exception Comments

Location Amount: |

No Receipt: [

I.m:coummg Dela\ll

@ Intemet | Protected Mode: Off i

Step | Action R

@] https://finsbx3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB TE NAV.WEBLIB FUNCT) v % 4| x | sing P~
2_ Llnes can be added by File Edit Vi‘ew Favorites  Tools  Help

. . . o Favorites | ok [&] Web Slice Gallery ~
clicking the Add Chartfield | |2~ =% -

CEES | B v B - O @ v Pagev Sefetyr Tooksv @~

button and they can be oracle S —

deleted by clicking the Favgtss s peng
minus button next to the N Wi | o | Gusortes e |,

Create Expense Report

Ime- Accounting Detail
Bella Stella Report ID: 0000397399
N OTE - The account Code This is the accounting detail for expense type IN MILES - FULL with a fransaction

date of 2014-11-15 in the amount of 43.68 USD. If changes are made

and G L U n it ShOU I d never be Egﬁ:ir;?g%g:u may reset the default accounting values by hitting the 'Restore
changed.

Set Personalizations [ Find | 0] B First B 4 o4 B ot

Affiliate

4388 01110 Q 43.68 USD 1.00000000 518000 < [10000 © 1110003000 O Q Q Q

Add ChartField Line |} Refresh

Done @ Internet | Protected Mode: Off 3 v R10% -
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/Q\VERMONT Expense Training Guide

Employee/Delegate

[@ Crone - indozirte

Step | Action
KOl £ hitps://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] + & | 2| x [ Bing
- Nl
3. Click the OK button. File Edit View Favorites Tools Help
&y Favorites | gl @] Web Slice Gallery ~
OK |(§0aata

|_ 5 -~ B v @ v Page~ Safet

orAcle N —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report

Accounting Detail

Alice Alice Report ID: NEXT

This is the accounting detail for expense type IN MILES - FULL with a transaction
date of 2014-10-15 in the amount of 43.68 USD. If changes are made
inadvertently, you may reset the default accounting values by hitting the ‘Restore
Defaults' button.

Restore Defaults

EXChange | pooount  |Fund Dept Program  |Class Project Affilia

4368 01110 @ 2184USD 100000000 518000 @ [10000 &, (1110003000 O aQ Q al

Add ChartField Line Refresh

Done &P Internet | Protected Mode: Off £

Step | Action

4. Click the Return to ie dwt View Favorites Tools Help

Expense Report link. |W Favorites | 4 ] Web Slice Gallery + - s .
& Creste B = ~ Page~ Safety
Feturn to Expense Regnj
ORACLE

Favorites © Main Menu

You might have to scroll i oo
)
down the screen if you don’t | | -emesseose:  fotszore.

h I H k *Payment Type: Employee = []NoReceipt
See t e In . “Billing Type: W [ Hon-Reimbursable
“Miles: | 78/x oss00
*Originating Location: WO\
*Destination Location: ~ [BURLINGTON VT Q
“Description: Tound rip for annual meeting

*Amount Spent: 43.68

*Currency: IEQ

*Exchange Rate: 1.00000000| 7 B
[7] Default Rate

Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Check Expense For Errors

@ Intemnet | Protected Mode: Off %
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»~ VERMONT

Expense Training Guide
Employee/Delegate

Save Expense Report for Later

Step

Action

When entering expenses it is
important to save often. We
recommend saving after
every one to two lines to
avoid losing any work

To save, click the
Save For Later button.

Save For Later

You might have to scroll
down the screen if you don’t
see the button

e

i
File Edit View Favorites Tools Help

& https://finsh3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIB_FUNCT] g 43| X il Bing

r Favorites | gl ] Web Siice Gallery +

| & create |_ v v [ deh v Pagev Safety

orAcle G —

Favorites  Main Menu

| Default Accounting For Report

Apply Cash Advance(s More Options:

- 59|

First K 4.4 o4 B Lt

Enter Expense Lines

*Overview

Customize | Find

“Expense Date “Amount “Payment Type *Billing Type
Spent

B IN MILES - FULL - (1011502014 5 4368 USD CL | Employee + | Non-Tax v |*Detail
-
-
-

Add: New Expense

Check For Errors

Copy Selected Expense(s). Delete Selected Expense(s)

Expense Report Totals

Employee Expenses:

43.68 USD Due Employee: 43.68 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

’ Definition of Totals Update Totals

Employee Credits: 0.00 USD £

Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 0.00 USD (applicable taxes will be withheld from your pay)

I Save For Later I Finish and Submit
Printable View
Return to Travel and Expense Center
Done & Internet | Protected Mode: Off £

Step

Action

Click the OK button.
Ok

(& Crooe Vinaowa
s

Gl il 2 fttps://finsba.crp.statevt.us/psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLE FUNCT) = & | 42 | x D ing

File Edit View Favorites Tools Help

i Favorites | 4 ] Web Slice Gallery =

| @& create [ B v B v & v Pagev Safet

oracle

Favorites | Main Menu

New Window | Help | Cus
Create Expense Report
Save Confirmation
Alice Alice

Report ID: MNEXT

v The Save was successful

o]

4 n

Done € Internet | Protected Mode: Off ]
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»~~ VERMONT

Finish and Submit

Expense Training Guide
Employee/Delegate

Step

Action

1.

To finish and submit the
report, click the
Finish and Submit button.

Finish and Submit

You might have to scroll
down the screen if you don’t
see the button

File Edit View Faverites Tools Help

e Favorites | 5 &) Web Slice Gallery =

| @ create [ B v B - 0 d v Pager Sefen
orace

Favorites | Main Menu
I B ‘ ‘ SUPPLIES - OFFICE - ||10115f2m4 5.00 ‘usn | Employee - ‘ Non-Tax +

Add: New Expense - oK Copy Selected Expense(s).. | Delste Selected Expense(s) |

Check For Errors

*Detail

Expense Report Totals

Employee Expenses: 136.04 USD Due Employee: 136.04 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i

Definition of Totals Update Totals
Employee Credits: 0.00 USD &
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 0.00 USD

(applicable taxes will be withheld from your pay)

Save For Later |I Finish and Submit |I

Printable View

Current Approval Status

Routing Hame | Status Date

Originator In Process

Approval Detail Find A First B0 1 or2 O Last
Name: Dillen,Dillon
Comment:

Return to Travel and Expense Center

Dane & Internet | Protected Mode: Off b

Action

After reading the
certification statement, click
the OK button.

Kl €| https://finsbi crp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIE FUNCT) ~ & | 42| x [ Bing

File Edit View Favorites Tools Help

i Favorites | i ] Web Slice Gallery +

| & create [ b~ v [ deh v Pagev Safet,

oracle e

Favorites | Main Menu

New Window | Help | Cus
Create Expense Report
Submit Confirmation
Alice Alice Report ID: 0000397394

Expense Report Totals

Employee Expenses: 136.04 USD Due Employee: 136.04 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD [T T By ees 0.00 USD
Cash Advances Applied: 0.00 USD (applicable taxes will be withheld from your pay)

/ Click OK to submit, or click Cancel to return to the expense report without submitting,

| certify under the pains and penalties of perjury that | accurately reported the actual expenses (or per
diemif lincurred in connection with my State employment and that | am legally entitled to
reimbursement.

Done & Internet | Protected Mode: Off 4
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Step | Action
KTl & itps iinsba.crp statetus/psp/ T OVEE/ERP/s/WEBLIB TE NAV.WEBLIE FUNCT) = 4 | 43 | X [l 8ing
3. CIle the OK button_ File Edit View Favorites Tools Help =
i Favorites | 5 &] Web Slice Gallery =
OK | & creste |7|
I 1

The report is now submitted
and is waiting for supervisor
approval. If any changes are
needed now, the report will

%5 v B - [ @ v Page~ Safet

oracLe

Favorites | Main Menu

New Window | Help | Cus
Create Expense Report
Submit Confirmation
Alice Alice

Report ID: 0000397394
have to be sent back to you V' e submitwss successtu
by the supervisor for
..
revision.
Done @ Internet | Protected Mode: Off ]
I
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Expense Training Guide
Employee/Delegate

Copy Expense line(s) for an Expense Report

Step

Action

Click the Select box next to
the expense line you want to

copy.

O

Step

Action

Click the Copy Selected
Expense(s)... button.

Copy Selected Expense(s)...

<8

AN
File Edit View Favorites Tools Help

| &) https://finsbi.erp stateat.us/ psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIE_FUNCT) = & | 44 | x D 8ing

r Favorites | gl ] Web Slice Gallery +

| @ create |_ 5o~ ~ (2] deb v Pagew Safety

orACLe R —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information
*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s! More Options: > GO

First Bl 1 o 4 B Last

Customize | Find |

Enter Expense Lines

w 2| B B
*Overvie

*Expense Date Payment Type *Billing Type

[0 | NmiLES-FuLL ~ | 101512014 (5 4368 USD Q| Employee

v | Non-Tax + |*Detail

Add: Mew Expense

Check For Errors

Expense Report Totals

ICnpySa\ec[edExpsnse(si I Delete Selected Expens

Employee Expenses:

4368 USD Due Employee: 4368 USD

Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

e pansesy 0.00 USD Nefinitian of Totals Undate Totals |
@ Intemet | Protected Mode: Off i

Step

Action

The system defaults to Copy
to One Date and copies to
non-holiday workdays. If
you want to copy to a
Weekend day or Holiday,
you will need to check the
corresponding checkbox.

When copying to one date,
enter the Date you want to
copy to into the To Date
field next to the Copy one
Date field.

g‘ https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g X bemg

File Edit View Favorites Tools Help

i Favorites | i ] Web Slice Gallery +

| @ create [ B v B v & v Pagev Safen

sEE
Home | AddtofF:

Favorites | Main Menu

New Window | Help | Cus
Create Expense Report
Copy Selected Expenses
Alice Alice

Report ID: 0000397394
You are aboutto copy the following expense line(s) into ene or more new expense lines. Selectthe Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
for the new lines set to each day within the specified date range.

Expense Type Expense Date Amount Spent |Currency
IN MILES - FULL 10M5/2014 43.68 USD
py Op
@ Copy to One Date To Date: 10/16/2014 |51
() Copy to Range of Dates From Date: [ [“]include Weekends
To Date: [l [[linciude Holidays
OK Cancel
Done & Internet | Protected Mode: Off b

Page 17 of 130



»~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

To Copy to a range of dates,
click the Copy to Range of
Dates option.

Kokl £ hitps://finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » & [ é2 | x [ 8ing

File Edit View Favorites Tools Help

&y Favorites | gl @] Web Siice Gallery +

|@ create ] i v E) v [ g v Pagew Safen,

orAcLe R —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report

Step

Action

Enter the date range you
want to copy to into the
From Date and To Date
fields.

Step

Action

Click the OK button
CH

Copy Selected Expenses

Alice Alice Report ID: 0000397334
You are about to copy the following expense line(s) into one or more new expense lines. Select the Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
for the new lines set to each day within the specified date range.

Expense Type Expense Date Amount Spent |Currency
IN MILES - FULL 10115/2014 43.68 USD

() Copy to One Date To Date: [
@ Copy to Range of Dates From Date: |10/16/2014 [+ [l include Weekends
To Date: 1017/2014 [ [“linclude Holidays
Done &P Internet | Protected Mode: Off £

Step

Action

Click the Detail link to
adjust the information for
the copied lines.

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery +

| & create |_ 5~ v [] e v Pagev Safety

orAcLe G —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information
*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s! More Options: * GO

Enter Expense Lines

*Expense Date Payment Type

0 IN MILES - FULL + | 101512014 (5 4368 USD Employee + | NonTax ~ |-Defai
B IN MILES - FULL - [10i16r2014 5 4368|USD Employee - | Non-Tax ~ |l Detail ]
B IN MILES - FULL - [10i17/2014 5 4368 USD Employee ~ | Non-Tax ~ *Detai\‘

Add:  New Expense

Check For Errors
Expense Report Totals

Copy Selected Expense(s). | Delete SelansdExpanss(s)'

Done & Internet | Protected Mode: Off £
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Delete expense line(s) for an Expense Report

Step | Action

statewtus/psp/T

MPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % X meg

View  Favorites

1. | Todelete any unnecessary Fie et

Tools  Help

lines click the Select box o Fovories | iy €] W e Galery -

next to the line. L

@

Favorites  Main Menu

Create Expense Report

[ 5 v~ B v I i v Pagev Safet

oracLe

New Window | Help | Cus

Expense Report Entry
Bella Stella

User Defaults

~ Enter Report Information

ReportID:  NEXT

*Report Description: )Annua\ Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s' More Options: > GO

Expense Date

[] | INMLES-FULL = (101152014 [3] 4368/USD | Employee v Non-Tax ~ *Defail
[ || INMLES-FULL - |[10116/2014 [ 43.68|USD Employee ~ | Non-Tax - *Detail
[ || INMLES-FULL - 101712014 [ 4368 USD Employee ~ | Non-Tax - *Detail
[&] SUPPLIES - OFFICE - [10M52014 5 | 5.00 |USD Employee ~ | Non-Tax + |*Detail

Add: New Expense

Check For Errors

Copy Selected Expense(s). | Delete SelenedExpense(s)'

& Internet | Protected Mode: Off

]

[@ create - windowsTr

Step | Action

| €] nttps:/finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAV.WEELIB FUNCT! + & | 45 | x [l Bing

2. Click the Delete Selected e

Wiew Faverites

Teols  Help

Expense(s) button. |W Favorites | 5 @] Web Slice Gallery =
& Create
| Delete Selected Expense(s) I I

Favorites | Main Menu

Create Expense Report

] -8

~ [ g v Page~ Safety

Oracle

New Window | Help | Cus

Expense Report Entry
Bella Stella

User Defaults

ReportiD:  NEXT

~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s More Options: - GO

Enter Expense Lines

[ | INMLES-FULL  ~ 10152014 [3) 4368/USD  |Employee  ~ | Non-Tax ~ ‘Defal
] || INMLES-FULL ~ 101672014 [5 43.68 USD Employee + | Mon-Tax + “Detail
[ || INMLES-FULL + [10172014 ) 43.68 USD Employee + | Mon-Tax - [“Detail
SUPPLIES - OFFICE ~ 10182014 50 | 5.00 USD Employee + | Mon-Tax v “Detail

Add: New Expense

Check For Errors

Copy Selected Expense(s).. I Delete SelemedExpense(s)I

€ Internet | Protected Mode: Off

%
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

To confirm the delete,

Click the OK button.

Lo

= MPL
€ e & https:/ /fincbid erp statevtus/psp T LOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] = & | 45| X I 8ing

File Edit View Favorites Tools Help

G Favorites | g @] Web Siice Gallery ~

|@ create ] v B v ) # v Pagew Safen

oracle R —

Favorices . Main Menu

New Window | Help | Cus
Create Expense Report
Delete Confirmation
Bella Stella Report ID: NEXT

You have selected one or more expense lines fo delete. To continue and delete the expense lines,
press OK; otherwise, press Cancel

Canca

Done &P Internet | Protected Mode: Off L1
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2~ VERMONT Expense Training Guide

Employee/Delegate

Add an expense line for Office Supplies for an Expense Report

Step | Action

€ Create - Windows1n
)

Click the OK button next to
Add New Expense.

(Gl &) https://finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIBFUNCTI » 5 | 44 | X l© 8ing

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery +
| & create |_

% v B v 5 & v Pagev Safey

oracle R —

Favorites . Main Menu
Mew Window | Help | Cus
Create Expense Report
Expense Report Entry

Bella Stella User Defaults

ReportiD: 0000397399

~ Enter Report Information

*Report Description: Annual Meeting

Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s' More Options: - GO

Enter Expense Lines

*Expense Type

*Expense Date

0 1N MILES - FULL « | 11152014 5 43.68|USD ‘Emplojee = | Non-Tax ~ |Detail

[ | NwLEs-FuLL - [ 1111812014 Gl 4368|USD Employee | Non-Tax = |-Detail

[ | | INWILES-FULL - | 111712014 [ 43.68 USD Employee ~ | Non-Tax + |-Detail
Add: New Expense -f ok Copy Selected Expense(s).. | Delste Selected Expense(s) |

Check For Errors

Expense Report Totals

@ Intemet | Protected Mode: Off L

Step

Action

Click the Expense Type list.
/"

(€ Creste - Windows Int
GO

File Edit View Faverites Tools Help

g https://finsb:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] g | X bﬂmg

&y Favorites | 5l @] Web Slice Gallery +

JECrEatE | | - ~ (2] deh v Pagew Safety

orAcle

Favgrites . Main Menu

Mew Window | Help | Cus
Create Expense Report

Expense Report Entry

Alice Alice User Defaults

ReportiD: 0000397394

~ Enter Report Informa

*Report Description: Annual Meeting

Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s’ More Options: - GO

Enter Expense Lines

Customize | Find | View All | ]

*Expense Type “Expense Date *Currency | ‘Payment Type

0 IN MILES - FULL ~ | 101512014 3] 43.68 USD Employee v | NonTax ~

@] IN MILES - FULL ~ |[1016r2014 4368|USD Employee « | Non-Tax +

0 IN MILES - FULL ~ |[1017/2014 1 43.68|USD Employee ~ | Non-Tax ~

I -

Add: New Expense - oK Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

&P Internet | Protected Mode: Off L1
I
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Expense Training Guide
Employee/Delegate

Action

To find Supply expense
types,

Click the Down Arrow
button of the scrollbar

KVl £ hitps://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.W
e

EBLIB_FUNCT] » & | 44| X [I© Bing

File Edit View Favorites Tools Help

Iy Favorites | 5l @] Web Slice Gallery +

| @& create | - v [ Mh v Pagev Safety
Favovntes
AGRIC HORT WILDLIFE New Window | Help | Cus
AUTO REPAIRS
Create |AUTO SUPPLIES
————{BOOKS SUBSCRIPTIONS LIl
EXpelcLoTHING
. |DATAWIRELESS MOBILE  |=
Alice Alil o 75% PER DIEM OUTST| | |S2r Defaults ReportiD: 0000397304

DOC FULL PER DIEM QUTS'|
B e con v ciertuca |

FOOD - GROUP MTG

RepaIl Family Preservation BEISEICE
*Busines Family Preservation Support - Comment:
Finger Printing B
Default | poster parent Damage Claim || @

Foster Parent Food

Foster Parent Recruitment
Default 4Foster Parent Reward-Recoc ply Cash Advance(s' More Options: - EI
Foster Parent Support Misc

| Foster Parent Training
GASOLINE

Customize | Find | View A First Kl 14 ora Bl Last

RSN 1N AIR TRANSP
IN BREAKFAST m
1N COMMUTER MILE “Expense Date = Spent|-Currency ‘Payment Type “Billing Type
IN CONFITRAIN REGIST e —
0 IN DINNER 1011512014 £ Employee Non-Tax
IN INCIDENTALS ;
mployee - jon-Tax v etail
B 1N LODGING 10/16/2014 4368|USD Empl Non-T: *Detail
] :E !\LMULI\S;EEADAPTVAN L 10/17/2014 [ 4368 USD Employee ~ | Non-Tax - |*Detail
Add: New Expense > OK Copy Selected Expense(s). Delete Selected Expense(s) |
Check For Errors
&P Internet | Protected Mode: Off £

Step

Action

Click the SUPPLIES -
OFFICE list item.

Kol )l &1 hitps://finsbid.erp.state:vtus/psp/ TRAINING/EMPLOYEE/ERP/s/ WEBLIB_TE_NAV.W
i

EBLB_FUNCT] » @ | 43| X [/© 8ing

File Edit View Favorites Took Help
r Favorites | 5l @] Web Slice Gallery +
|@ create |_| 5~ v 2] d# v Pagev Safety

orAcLe N —

Favorites l2in Menu
MEMBERSHIP DUES A
MOVING EXPENSES New Window | Help | Cus
OUT AIR TRANSP
Create |OUT BREAKFAST
———OUT COMMUTER MILE
EXpelouT CONFITRAIN REGIST
OUT DINNER
Alice AlijgT INCIDENTALS [ser Defaults ReportiD: 0000397304
OUT LODGING
- Enter RISV I
. OUTMILEAGE ADAPTVAN [ . 1
Report Do wiLEs - FULL Reference:
+Busines| OUT MILES REDUCED RATE - Comment:
OUTTRANSPORT OTHER |
Default [ T VEHICLE RENTAL u Q
PHONE SERVICE - GELL
PHONE SVC NON-CELL
Default 4PHOTOCOPIES ply Cash Advance(s) More Options: - EI
POSTAGE
e | Payroll Bank Senvice Charge
RECOGNITION AWARD

First Kl 1.4 ot a B Last

=l |*Expense Date ﬂ *Billing Type

SUPPLIES-OTHER GENERA| [ — T —

] SUPPORT OF PERSONS 1011512014 [=1) Employee Non-Tax

TELECOM DATA SERVIGE

TUITION - EMPLOYEE 10/16/2014 4368|USD Employee v | Non-Tax + |*Detail
o VSH PER DIEM IN

Work Boots & Shoes -

O

‘10117}2014 4368 USD Employee ~ | Non-Tax - |*Detail

Add: New Expense > OK Copy Selected Expense(s). Delete SelansdExpanss(s)l

Check For Errors

@ Internet | Protected Mode: Off %
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Employee/Delegate

Action

Enter the Expense date or
select date using the
calendar. To use the
calendar,

Click the Choose a date
Calendar Icon button.

Kol £ hitps://finsbid.erp.stateavtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » & | 42| x [ Bing

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

(@ . Bc B @ - b s
ORACLE'

Favorices . Main Menu

New Window | Help | Cus

Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
= Enter Report Information
*Report Description:  Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s’ More Options: * GO

Enter Expense Lines Customize | Find

*Expense Type *Expense Date | *Amount Spent | *Currency *Payment Type
IN MILES - FULL - | 10/5/2014 [ 4368 USD Employee  ~ | Mon-Tax - |*Detail
IN MILES - FULL - |[10r16r2014 43.68 USD Employee ~ | Non-Tax + "Detall
IN MILES - FULL - |[1017r2014 4368 USD Employes ~ | Non-Tax + “Defall
SUPPLIES - OFFICE - 101712014 0.00 [USD Q. ~ | Non-Tax + ‘Defail
Add: Wﬁl Copy Selected Expense(s).. | Delste Selected Expense(s) |
Check ForErrors
e i cge, |
&P Internet | Protected Mode: Off £

Step

Action

Click the desired date.

File Edit View Faverites Tools Help

r Favorites | gl @] Web Slice Gallery +

7|gCrEatE ] 5 I v 2] d® v Pagev Safety

orAcLe N —

Favgrites . Main Menu

Mew Window | Help | Cus

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Ad i + GO

Enter Expense Lines

October

*Expense Type

IN MILES - FULL ~ | 10/15/2014 s 6 7 8 98 10 1 ee ~ | Non-Tax - |*Detail

IN MILES - FULL - |10116f2014 12 13 14 15 18 47 18 ee v | Non-Tax ~ |*Detail
18 20 21 22 23 24 25

IN MILES - FULL - |10117f2014 ee ~ | Non-Tax - |*Detail
26 27 28 29 30 3

SUPPLIES - OFFICE - |10117f2014 ~ | Non-Tax - |*Deiail

Add: New Expense ~ 0K Cop| ] CurrentDate [B) cted Expense(s)
Check For Errors

Done & Internet | Protected Mode: Off 4
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Action

Enter the amount spent into
the Amount Spent field.

Action

Click the Detail link.

Ko el £ hitps:finsb.erp state vt.us/psp/ TRA JEMPLOYEE/ERP/</WEBLIB_TE_NAVWEBLIE FUNCTI + G | 49| X [IltD Bing P~

File Edit View Favorites Tools Help

e Favorites | g &) Web Slice Gallery =

| @ create ] Y v B) v 0 g v Pagew Safetyv Tookw @v
ORACLE’ . .
Hoge || AddioFovodes | Skmodt

Favorites © Main Menu

New Window | Help | Customize Page | B, ~

Create Report

Expense Report Entry

Alice Alice User Defauits ReportiD: 0000397394

~ Enter Report Information

“Report Description:  Annual Meeting Reference: =
“Business Purpose:  Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report ApDly Cash Advance(s More Options: + G0

[ || INMILES-FULL ~ | 10118/2014 [5) 43.68 USD Employee ~ | Non-Tax v |*Detail
[ || INMILES-FULL ~ |[101612014 [5) 4368 USD Employee + | Non-Tax v |*Detail
[] | | INMILES-FULL ~ [10A7/2014 [5) 43.68 USD Employee ~ | Non-Tax v |*Detail
[] | SUPPLIES -OFFICE ~ 10512014 [5) [ 5.00JusD Employee + | Non-Tax | *Detail |+
Ada: New Expense - oK| Copy Selected Expensefs)... | Delete Selected Expense(s) |
Check For Errors
P e — 2
@ Internet | Protected Mode: Off A v ®10% ~

Step

Action

NOTE: The State of
Vermont doesn't list
Preferred Merchants.

Enter the vendor the supplies
were purchased from into
the Non-preferred field.

File Edit View Favorites Tools Help

r Favorites | g @] Web Slice Gallery +

| & create |_ - v [ deh v Pagev Safety

orAcle R —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report
Expense Detail for SUPPLIES - OFFICE (Line 4)
Alice Alice Report ID: 0000397394

*Expense Date: horsi2014 [

*Payment Type: Employee = [[INoReceipt
*Billing Type: Non-Taxable - Internal +  [CINonReimbursable
*Merchant (Choose One)
Preferred: hd
I Non-preferred: | I
*Description:
*Amount Spent: 5.00
*Currency: usD
*Exchange Rate: ,m o FE‘I
Default Rate
Reimbursement Amt: 500 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Done @ Internet | Protected Mode: Off £
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Employee/Delegate

Step

Action

10.

Enter a description of what
supplies were purchased into
the Description field.

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery +
| @ create

[l 8808 e

orACLe

Favorices . Main Menu

New Window | Help | Cus
Create Expense Report
Expense Detail for SUPPLIES - OFFICE (Line 4)
Alice Alice Report ID: 0000397394

|About This Expense
*Expense Date: 10152014 [+

*Payment Type: Employee + [[IHoReceipt
*Billing Type: Non-Taxable - Internal +  [honReimbursable
*Merchant (Choose One)
Preferred: hd
Hon-preferred: Staples]
*Description: I I
*Amount Spent: | 5.00
*Currency: USD
*Exchange Rate: 1.00000000 L B
Default Rate
Reimbursement Amt: 500 USD
Location Amount: |
No Receipt: [

Accounting Detail

@ Intemet | Protected Mode: Off 4

Step

Action

11.

Click the Return to
Expense Report link.

Return to Expense Regnj

You might have to scroll
down the screen if you don’t
see the link.

File Edit View Faverites Tools Help

i Favorites | g @] Web Slice Gallery +

7|§Q'Eate | | - v [ #h v Pagev Safety

oracle

Favorites . Main Menu

|About This Expense

*Expense Date: 10152014 [+
*Payment Type: Employee + [[IHoReceipt
*Billing Type: Non-Taxable - Internal +  [Inon-Reimbursable
*Merchant {Choose One)

Preferred: hd

Hon-preferred: Staples
*Description: Markers for meeting
*Amount Spent: 5.00
*Currency: USD
*Exchange Rate: 1.00000000 7 B

Default Rate

Reimbursement Amt: 500 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail
Receipt Split

Check Expense For Erors

@ Intemet | Protected Mode: Off ]
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Employee/Delegate
Change default accounting for report

Kl £ hitps://finsbid.erp.stateavtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] + & | é2 | x [ Bing

A

If you have Sp||t funding or your File Edt View Favorites Tooks Help

accounting information is going to be | | @ & evesese )
[&crae | BB -0 @ e s

different than your default oracLe R —
accounting, it can be changed by

Favorites . Main Menu

clicking on the Default Accounting view Window | petp | Cus
For Report link. This will need to be Create Expense Report
done prior to adding any expense Expense Report Entry
I- Alice Alice User Defaults ReportID:  NEXT
Ines. Start Your Report With: A Blank Report hd ﬂl
Step | Action
*Report Description: Annual Meeting Reference:
1. Click the Default "aninessPnlﬁpose: Weeting - Comment:
Default Location: BURLINGTON VT Q

Accounting For Report

I i n k | pefault Accounting For Report I Apply Cash Advance(s More Options: - GO

Default Accounting For Repor] —

*Amount Spent | *Currency |*Payment Type *Billing Type
-
-
-
-
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
@ Intemet | Protected Mode: Off 4

Step | Action

2. NOTE: The GL unit should Fle Edt View Fawites Tooks Help

never be Changed i Favorites | ] Web Slice Gallery + o 7
| & creste | - v [ deh v Pagev Safety

To add another chartfield ORACLE' ﬂ

. Favovrites MainvManu
line,

New Window | Help | Cus

Create Expense Report

Click the Add Chartfield Accounting Defaults _
Line button. i i

Add ChartField Line —
hoooo  |o1110 @ 10000 Q@ [1110003002 Q Q Q q [=]
I Add ChartField Line I Load Defaults | User Defaults

OK

Accounting Summary Set Personalizations | Find | 2] B irst B 4 o4 W Last

Dene @ Intemet | Protected Mode: Off 4G
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Employee/Delegate

Step

Action

Update the percentage and
chartfield information for the
first line

File Edit View Favorites Tools Help

Gy Favorites | g @] Web Slice Gallery +

|@ create ] By v E) v [ d v Pagew Safen

Step

Action

Update the percentage and
chartfield information for
the second line

oracle R —

Favorites . Main Menu
New Window | Help | Cus
Create Expense Report

Accounting Defaults
Alice Alice Report ID: NEXT

" &
Accounting Summary Set Personalizations | Find | 02 First B 12012 B Last

Affiliate

*GL Unit  Fund Dept  |Program |Class  |Project

01110 @ J10000 @ [111000300 2 Q Q Q

01110 Q J10000 Q1110003003 QU QU Q| Q =
Add ChartField Line | Load Defaults | User Defaults
oK
Done &P Internet | Protected Mode: Off £

Step

Action

Click the OK button.
OK

N
) ://finsbi3.erp.statevt.us/psp/TRAINING/EMPLOYEE/
—

BLIE_TE_NAV.WEBLIE FUNCT] ~ & | 45 | X [l Bing

File Edit View Faverites Tools Help

iy Favorites | 5 &) Web Slice Gallery =

J@Craata | | G- ~ [] deh ~ Pagev Safety

Oracle

Favorites | Main Menu

New Window | Help | Cus

Create Expense Report

Accounting Defaults
Alice Alice Report ID: MNEXT

Accounting Summary Set Personalizations | Find | 0| B First B0 10 or2 I Lost

General Ledger ChartFields

% *GL Unit |Fund n
[so  fo1110 (@ 10000 @ [111000300 [ @ @ 00 @l Q[
50 01110 | [22005 @, [1110003002 Q Q [+ Q =

Add ChartField Line | Load Defaults | User Defaults

€ Internet | Protected Mode: Off b
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Employee/Delegate

Copy an Expense report / Start from Existing Report

Step

Action

Starting a report from an
existing report will copy
forward the information
from a prior report. This can
save time when entering
expenses.

Reminder: If a Travel
Authorization was created
for the trip, the report must
be started from the Travel
Authorization.

Click the Start Your
Report With list.

ABlank Repaort -

o0

A S AN
File Edit View Favorites Tools Help

[ https://finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE NAV.WEBLIBFUNCT] » & | ¢ | X [l 8ing

r Favorites | gl @] Web Slice Gallery +

| @ create |_ 5o~ v (2] deb v Pagew Safety

orACLe

Favorites . Main Menu

New Window | Help | Cus

Create Expense Report

Expense Report Entry
Bella Stella

User Defaults

ReportID:  NEXT

Start Your Report With: A Blank Report

~ Enter Report Information

*Report Description: Reference:
*Business Purpose: - Comment:

Default Location: <

Default Accounting For Report Apply Cash Advance(s More Options: v GO

First Bl 1.4 or s B st

Enter Expense Lines

*Amount Spent | *Currency |*Payment Type *Billing Type
-
-
-
-
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done & Internet | Protected Mode: Off £

Step

Action

Click the An Existing
Report list item.
An Existing Report |

c®

A AT

[ £ https://finsbi.erp.state.vt.us/ psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE NAV.WEBLIBFUNCT! » & [ ¢ | X [l 8ing

File Edit View Faverites Tools Help

& Favorites | 5l @] Web Slice Gallery +

JECrEatE | | - v [ dh v Pagev Safety

oracle

Favorices . Main Menu

Mew Window | Help | Cus

Create Expense Report

Expense Report Entry
Bella Stella

User Defaults

ReportiD:  NEXT

“Report Description: |y 17005 o Reference:
*Business Purpose: An Existing Report - Comment:
)
Default Location: Q

Apply Cash Advance(s

- ool

Default Accounting For Report More Options:

-
-
-
-
Add: New Expense - M Copy Selected Expense(s). Delete Selected Expense(5)|
Check For Errors
Done &P Internet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

Click the GO button.
GO

[@ Create - Windows Int
s

K5 ) | & https:/ffinsbid.crp.statetuus/psp/T OVEE/ERP/</WEBLIB_TE NAV.WEBLE FUNCT] ~ & | 43 | X [l 8ing

File Edit View Faverites Tools Help

i Favorites | i &] Web Slice Gallery =

| @ create [ % v B v & v Pagev Safen
ORACLE’

Favorites | Main Menu

New Window | Help | Cus

Create Expense Report
Expense Report Entry
Bella Stella User Defaults ReportiD:  NEXT

Start Your Report With: | 11} ting Report
~ Enter Report Information

*Report Description: Reference:
*Business Purpose: - Comment:
Default Location: Q
Default Accounting For Report Apply Cash Advance(s’ More Options: * GO

Enter Expense Lines Customize | Find | an &) First BN 4.4 o4 B Last

*Expense Date | *Amount Spent|*Currency |*Payment Type

-
-
-
=
Add: NewExpense v OK| Copy Selected Expense(s).. | Delste Selected Expense(s) |
Check For Errors
Done & Internet | Protected Mode: Off 4

Step

Action

Click the Select button next
to the report you want to
start from.

If you don't see the report
you are looking for, it might
be necessary to adjust the
date range to include the
report.

Select

[& Creste - Windows In.

R 5
K )Tll €1 htips/finstd.crp.statent.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIB_FUNCT ~ % 4| x o eing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +

7|gCreate | | B - v [ dh v Pagev Safet

OrACLe

Favorites . Main Menu

Mew Window | Help | Cus
Create Expense Report
Copy From an Existing Expense Report

Bella Stella Report ID: NEXT
From Date: boirzo1z H o [12012014 [ _ searcn |
ReportlD  |Description Business Purpose Created
Select | 0000397398 Trip to Florida ‘Conference Submitted  11/21/2014
Select | 0000397397 Trip to Florida Conference Pending 1112112014
Select | 0000397396 Trip to Florida Conference Submitted  11/19/2014
Select | 0000397395 Trip to Florida Conference Submitted  1117/2014

I Select I0000397394 Annual Meeting Meeting Submitted  11/05/2014

Return to Expense Report Entry

Done &P Internet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

The information from the
copied report will have
carried forward and changes
will need to be made to
reflect the current expenses.

Reminder: Saving
frequently is important when
entering expenses.

(- plore

K5 )| & hitps:/ffinsbid.crp.statetuus/psp/T

OVEE/ERP/</WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g | X bemg

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @& create [ % v B v & v Pagev Safen
ORACLE’

Favorites | Main Menu
New Window | Help | Cus
Create Expense Report

Expense Report Entry
Bella Stella

User Defaults ReportiD:  NEXT

~ Enter Report Information

*Report Description: Annual Meeting Reference:

*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: v GO

First B 1.3 or3 B Last

Customize | Find | V

*Expense Date *Payment Type *Billing Type
0 1N MILES - FULL ~ (101152014 5 43.68|USD ‘Emplojee = | Non-Tax ~ |*Detail
| [ mwies-Fu - [[1onerz014 [ 4388 USD Employee + | Non-Tax - |*Detail
[ | | mwes-Fu « (10172014 4368 USD Employes = | Non-Tax + |*Detail

Add: New Expense

Check For Errors
Expense Report Totals

- OK Copy Selected Expense(s).. | Delete SelemedExpense(s)I

Done € Internet | Protected Mode: Off b
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Employee/Delegate
Start Expense Report from a Travel Authorization

Step | Action

1. When a Travel File Edit View Favorites Tools Help

Authorization was created S Fovorites | 75 ] Web Sice Gallry + B o
- & Create B/ v = ~ Page~ Safety
for a trip, the report must be |8 e L8808 =

started from the Travel ORACLE' ﬂ

- - Favorites ~ Main Menu
Authorization. . .

New Window | Help | Cus

Create Expense Report

Click the Start Your Expense Report Entry
Report With Iist Bella Stella User Defaults ReportID:  NEXT

A Blank Report -

*Report Description: Reference:

*Business Purpose: - Comment:

Default Location: Q

Default Accounting For Report Apply Cash Advance(s More Options: v GO

*Amount Spent | *Currency |*Payment Type *Billing Type
-
-
-
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selecied Expense(s) |
Check For Errors
Done & Internet | Protected Mode: Off £

Step | Action

& hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP//WEBLIE_TE NAVWEBLIBFL ~ G | 45 [ X [I[= 8ing
=

2. | Click the A Travel R Y——e——

Authorization list item. || @ crete 1 B -8 -0 @ - Pager soley

[A Travel Authorization | ORACLE' ﬂ

Favorites | Main Menu

New Window | Help | Cus

Create Expense Report
Expense Report Entry

Bella Stella User Defaults ReportiD:  NEXT

Start Your Report With: A Blank Report

~ Enter Report Informatics Bjank Report
& Temnlate

4 oo, rAoeemela .
Bepariie=cnius A Travel Authorization Bekent
*Business Purpose: A 15UNg Repo - Comment:
Entries from My Wallet | E—
Default Location: Q
Default Accounting For Report Apply Cash Advance(s More Options: - GO

Enter Expense Lines customize | Find | View 41 | 2| B First Kl 1 ora B Last

-
-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done &P Internet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

Click the GO button.
GO

£ https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FL 5

i Favorites 5 @] Web Slice Gallery v

7|’§Create | | G- v ] deh - Pagev Safety

OracLe

Favorites | Main Menu

New Window | Help | Cus

Create Expense Report

Expense Report Entry

Bella Stella User Defaults ReportiD:  NEXT
Start Your Report With: -

*Report Description: Reference:
*Business Purpose: - Comment:
Default Location: Q
Default Accounting For Report Apply Cash Advance(s More Options: - GO

Enter Expense Lines customize | Find | View A1 0| B First B 44 ora B Lagt

*Payment Type

-
-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done & Internet | Protected Mode: Off 4

Step

Action

Click the Select button next
to the Travel Authorization
associated with this Expense
Report.

If you don't see the Travel
Authorization you are
looking for, it might be
necessary to adjust the date
range to include the Travel
Authorization.

Select

s Favorites 5% @] Web Slice Gallery =

|@Craata |7 - ~ [ @ v Page~ Safety

oracle

Favorites | Main Menu

New Window | Help | Cus
Create Expense Report
Populate From A Travel Authorization

Bella Stella Report ID: NEXT
From Date: 0717/2012 [ 1o [1iATROIZ G ﬂl
Description Business Purpose Date from  |To
Select §EXP-29-7 Conference 09/18/2012  09/21/2012
Select | Conference in Mass EXP-31 Conference 09/17/2012  09M17i2012

Return to Expense Report Entry

@ Intemnet | Protected Mode: Off %
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Employee/Delegate

Step

Action

The Travel Auth ID
appears in the bottom
right corner of the Enter
Report Information box.
The Expense Report is
populated with the data
from the Travel
Authorization.

NOTE: It is best to save
for later and then make
any necessary changes.

77 Favorites

%5 @] Web Slice Gallery +

| @& Create

i~ B - & = - Page~ Safet

oracLe

Favarites | Main Menu

Create Expense Report

New Window | Help | Cus

Expense Report Entry
Bella Stella

User Defaults

ReportiD:  NEXT

~ Enter Report Information

*Report Description: F_XF'—ZQ—? Reference:
*Business Purpose: Conference - Comment:
Default Location: FLORIDA Q.
I Travel Auth ID: 0000000026 I
Default Accounting For Report Apply Cash Advance(s More Options: > GO

First Bl 1.7 o7 B 1t

Customize | Fin

AP
&

Select ‘Expense Date | *Amount Spent|*Currency |*Payment Type *Billing Type
[] | | OUTLODGING + [vansiz01z | 384.00 |USD Emplayee + | Non-Tax - |*Detail
&) OUT LUNCH + [09r8i2012 [ | 7.25 USD Employee - | Non-Tax - |*Detail
& OUT LUNCH + l0or9r2012 [ | 7.25 USD Employee = | Non-Tax = |*Detail
&) OUT DINNER ~ 09r9r2012 i | 1850 |USD Employee = | Non-Tax = |*Detail
0 OUT DINNER + |09rz0/2012 ) | 18.50 |USD Employee « | Non-Tax = |*Detail
0 OUT DINNER ~ loarz1i2012 B | 18.50 |USD. Employee « | Non-Tax ~ |*Detail
0 OUT INCIDENTALS - |0oM92012 () | 2.00 |USD Employee « | Non-Tax = |*Detail

Done &P Internet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

1. To choose a cash advance to
apply,

Click the Apply Cash
Advance link

I] Apply Cash Advance(s) [I

£ hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TENAVWEBLIBFL + £ | 45 [ X
=

ir Favorites © 5 @] Web Slice Gallery v

Jg(ﬁreate | | 5 - ~ [ deh - Pagev Safet

OrACLe

Favovrrtas Mavaenu

Mew Window | Help | Cus

Create Expense Report
Expense Report Entry

Bella Stella ReportID:  NEXT

~ Enter Report Information

User Defaults

*Report Description: F_XF'—ZQ—? Reference:
*Business Purpose: Conference - Comment:
Default Location: FLORIDA Q
Travel Auth ID: 0000000026
Default Accounting For Report I Apply Cash Advance(s I More Options: > GO

Enter Expense Lines

First Bl 1.7 or7 B 1ast

Customize | Find | \

&
&

‘Expense Type

‘Expense Date | “Amount Spent [*Currency |*Payment Type

[0 || ouTLoDGING + (0911812012 [£1) 384.00 |USD Employee v | Non-Tax v |Detai
[C] || OUTLUNCH + [0orerz012 [ | 7.25 |USD Employee v | Non-Tax ~+ |7Detai
[7] || OUTLUNCH + l0or9r2012 | 7.25 |USD Employee v | Non-Tax v |7Detail
[ || OUTDINNER ~ |oar1er2012 |5 | 18.50 |USD Employee v | Non-Tax ~ |7Detail
7] || OUTDINNER ~ |0arzorz012 [ | 18.50 |USD Employee v | Non-Tax v |“Detail
7] || OUTDINNER ~ |oaizr2012 [ | 18.50 |USD Employee + | Non-Tax ~ |*Detail
B OUT INCIDENTALS ~ (0011972012 [3i] | 2.00 [USD. Employee - | Non-Tax ~ |*Detail
Done & Internet | Protected Mode: Off L4
]
Step | Action ORACLE'
H Favorites Main Menu
2. Click the Look up Advance - -

ID button.

Create Expense Report

Apply Cash Advance(s)
Bella Stella Report ID: MNEXT
*Advance I0 Advance Amount Balance Exchange Rate Total Applied

0.000 o.nn

0.00 uso [=

Add Cash Advance | Update Totals |

Total Advance Applied: 000 UsD
Total Employee Expenses: 0.00 usD
Total Due Emplovee: 000 UsD
OK
Done & Internet | Protected Mode: OFf 4
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Employee/Delegate
Step | Action ORACLE
3. | Select the Cash Advance
that was created from
the Travel Authorization
that was populated to the
Expense Report
Look Up Advance ID
Search by: Advance D poyne |
LookUp | Cancel |Anvam:ad Lookup
Search Results
First | 10t [ Last
& Internet | Protected Mode: OFf #
]
Step | Action ORACLE
4. To apply a lower amount, e i

enter that amount in the
Total Applied field. The
amount applied can't be
more than the Total
Employee Expenses or the
cash advance amount.

NOTE: See your
department Expense
Coordinator if you still
have a balance on the cash
advance after it is applied.

Create Expense Report

Apply Cash Advance(s)

Eella Stella Report ID: NEXT

‘Advance ID Advance Amount Balance Exchanage Rate Total Applied
pDDDDDDDDZ Q 276.00 000 USD 1.00000000 215.00fusD [=]

Add Cash Advance | Update Totals |
Total Advance Applied: 27500 USD
I Total Employee Expenses: 27500 USD I
Total Due Emplovee: 000 UsD

OK

Newwindow | Hel | cust

& Internet | Protected Mode: OFf 4
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Employee/Delegate

Step

Action

5.

Click the OK button.

ORACLE’
Favaorites — Main Menu

Create Expense Report
Apply Cash Advance(s)
Eella Stella Report ID: NEXT

*Advance ID Advance Amount Balance Exchange Rate Total Applied

pDDDDDDDDZ Q 27500 0.00 USD 1.00000000 375.00 UsD  [=]

Add Cash Advance | Update Totals |

Total Advance Applied: 27500 USD
Total Employee Expenses: 27500 USD
Total Due Employee: 000 UsD

& Internet | Protected Mode: OFf t11

Step

Action

The Expense Report totals
are updated to reflect the

cash advance amount

applied and the total that
is due to the employee.

£] https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_ FL ~ g 4| X
=

e Favorites 5 @] Web Slice Gallery =

|@Craata |7 M- ~ [Z] @ v Page~ Safety

oracle

Favorites - Main Menu
| |
More Options: + GO ‘

Apply Cash Advance(s!

| Default Accounting For Report

Enter Expense Lines

*Overview

*Expense Type

“Expense Date

[ || ouTLoDGNG ~ [09ei2012 [ | 38400 |USD Employee | Non-Tax + |Detail
|| outLunck ~ [osreiz01z2 5 | 725|usp Employee | Non-Tax ~ |'Detail
|| outLunck ~ [osr9r2012 ) | 725/|usp Employee ~ [ Non-Tax ~ [Detail
|| out omer ~ [oor9r2012 5 | 1850 |USD Employee [ Won-Tax ~ [Detail
|| out oinnER ~ [0orz02012 ) | 1850 |USD Employee [ Won-Tax + [Detail
[] | | ouT DINMER ~ loaiz1i2012 [ | 18.50 (USD Employee | Non-Tax - |‘Detail
[ || outmciDENTALS ~ [09r9r2012 ) | 200 |usD Employee | Non-Tax = |Detail
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors
Expense Report Totals

Employee Expenses: 456.00 USD Due Emplo 181.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i
Definition of Totals Update Totals

Employee Credits: 0.00 USD - £

its: Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 275.00 USD (applicable taxes will be withheld from your pay)
Save For Later | Finish and Submit |

Printable View

& Internet | Protected Mode: Off M1
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Employee/Delegate

Modify an Expense Report

An Expense Report can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department’s policy regarding
Expense Reports.

Step

Action

1.

Click the Main Menu
button.

Jr Favorites | gk jg] Web Slice Gallery v

| & Employee-facing registry content |_ B v [ deh v Pagev Safety

CracLe R —
—-—

Personalize Content | Layout

> Employee Self-Senvice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

@ Intemnet | Protected Mode: Off 4

Step

Action

Click the Employee Self-
Service menu.

| 3 Employee Self-Service

i Favorites © gk @] Web Slice Gallery v

| @ Employee-facing registry content ] v B v ) # v Pagew Safen

OracLe R —

Favorites | Main Menu
Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|=] Change My Password

[> My Favoril _—
 Employes D My Personalizations

- Change My System Profile
- MyPersol [£] My Dictionary

- My Syster

- My Dictionary

Personalize

@ Intemet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

3.

Click the Travel and
Expense Center menu.

| 2] https://fintraining. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT IR

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

| 5] Travel and Expense Center

|§ Employee-facing registry content

[ % v E) v d v Pagew Safery-

ORACLE’

Favorites © Main Menu

Home | | Addto Favort

Search Menu:

o ©

Search:

Personalize Content | Layoul

(1 Employee Self-Service

— [E change My Passwaord [ Travel and Expenses »
o Er!:npluyss D My Personalzstions Travel and Expense Center

— Change [] My system Profile

—MyPersol [£] My Dictionary

— My Syster.
— My Diclionary |

https://fintraining.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/S/WEBLIE_PTPP_S¢ € Internet | Protected Mode: Off &

Step

Action

Under the Expense Report
menu,

Click the Modify link.

EAE IRl & | hitps.//finsbi.erp.statevtus/psp/ T MPLOVEE/ERP/</WEBLIB_PTPP_SCHOMEPAGEFie = 53 | 45 | X [0 Bing
\EI& B2 =

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @ Travel and Expense Center [ % - v [ g v Pasgew Safet,
ORACLE

Favovrites MainvMenu + Employee Self-Service : Travel and Expense Center

Menu > E

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
reate, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delste a Travel

Cash Advance
'@ Create, modgify, print, view and delete a C

Authorization E] Create
=l create =] Modify
= Modify = Print
=] Print 2 MNore..,

3 Wore.
@ Print Reports = 5 Review Payments
Frint any one of your expense transactions Review history of expense payments
= Expense Report = Review Expense History
=] Travel Authorization =l Review Pavments

= Cash Advance

Done €D Internet | Protected Mode: OFf ]
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Step

Action

If there is more than one
report in the "pending"
status, you will need to
choose the report you wish
to make adjustments to.

For this example there was
only one pending report so it
brought us right into the
report.

File Edit

View Favorites  Tools Help

r Favorites | gl @] Web Siice Gallery +

| & Modity |_ - v [ g v Pagev Safen

OrACLe e ——

Favorites  Main Menu

New Window | Help | Cus
Expense Report

Expense Report Entry
Alice Alice

User Defaults ReportiD: 0000394150

| Sent Back for Revision by: Dillon Dillon Please change the fund from general to federal 22005 for t

~ Enter Report Information

*Report Description: N’T Conference Reference:

*Business Purpose: Conference - Comment:

Default Location: BURLINGTON VT Q

Report Status: Pending Created On: 10/02/2014 By:  VISTRN1

Post Status: Not Applied Last Updated: 10/02/2014  By:  VISTRNZ

Default Accounting For Report Apply Cash Advance(s More Options: A EI

Enter Expense Lines First B 12 02 B Last

Customize | Find | View A1) 2] 38

*Expense Date | *Amount Spent |*Currency [*Payment Type *Billing Type
al IN MILES - FULL - |ogr01/z014 [ 4358 USD Employee ~ | Non-Tax ~
B SUPPLIES - OFFICE - “namwznm [ 5.00 |USD Employee ~ | Non-Tax =

Add: New Expense - oK Copy Selected Expense(s). | Delete Selected Expense(s) |

Check For Errors

@ Intemnet | Protected Mode: Off 4

Step

Action

A comment is required when
sending a report back for
revision and it will show part
of the comment at the top of
the report.

To see the entire comment,

Click the Comment link.

File Edit View Favorites Took Help
& Favorites | gl @] Web Siice Gallery +

| @ Modiy ] By v E) v [ g v Pagew Safen,

orAcLe R —

Favorites . Main Menu

Mew Window | Help | Cus
Expense Report
Expense Report Entry

Alice Alice

User Defaults ReportiD: 0000394150

| Sent Back for Revision by: Dillon Dillon Please change the fund from general to federal 22005 fort

~ Enter Report Information

*Report Description: N’T Conference Reference:

*Business Purpose: Conference - Comment:

Default Location: [BURLNGTONVT @

Report Status: Pending Created On: 10/02/2014  By:  VISTRN1

Post Status: Not Applied Last Updated:  10/02/2014 By: VISTRN2

Default Accounting For Report Apply Cash Advance(s More Options: A EI

Enter Expense Lines

First Bl 1.2 012 B Lot

Customize | Find |

*Expense Date | *Amount Spent |*Currency |*Payment Type

IN MILES - FULL ~ [oan01/2014 [ 4368 USD Employee - | NonTar
[ | | SUPPLIES-OFFICE ~ [oaniz014 [ | 5.00 USD Employes ~ | NonTax ~

Add: New Expense - OK Copy Selected Expense(s).

Delete Selected Expense(s) |

Check For Errors

@ Intemet | Protected Mode: Off ]
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Action

Review the comment to see
what changes need to be
made to the report.

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery +
| & Moty |_ 5~ v (2] dh v Pagev Safety

ORACLE

Favorites | Main Menu
Add: New Expense - OK Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

Expense Report Totals

Employee Expenses: 48.68 USD Due Employee: 4868 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

Definition of Totals Update Totals

Employee Credits: 0.00 USD &
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
(Cash Advances Applied: 0.00 USD (applicable taxes will be withheld fram your pay)

Save For Later | Finish and Submit |

Printable View

Current Approval Status

Routing Hame Status Date

Originator Alice Alice Submitted 10/02/2014
Approver 1 Dillon, Dillon Sent Back for Revision 10/02/2014
Pre-Pay Auditor
Approval Detail First Bl 4 o2 O Last
Name: Dillen,Dillon
i
Comment: Please change the fund from general to federal 22005 for the mileage.

Return to Travel and Expense Center

& Internet | Protected Mode: Off 4

Step

Action

Changes can be made to the
expense report like you
would if you were entering
the report. See entering
expenses for more
instruction. If an expense
type needs to be changed,
the line will need to be
deleted and reentered with
the correct expense type.

File Edit View Favorites Tools Help

I Favorites | 5l @] Web Siice Gallery +

| @ Modiy ] v B v = @ v Pagev Safety
ORACLE’

Favorites | Main Menu

Enter Expense Lines

Expense Type *Expense Date | “Amount Spent |*Currency |*Payment Type

0 IN MILES - FULL ~ |ogr01/z014 [5 4368 USD Employee ~ | Non-Tax + Det
B SUPPLIES - OFFICE - “09101/2014 = 5.00 |USD Employee ~ | Non-Tax - |Detail
Add: New Expense - OK Copy Selected Expense(s). Delete Selected Expense(s)

Check For Errors

Expense Report Totals

Employee Expenses: 48.68 USD Due Employee: 4868 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

Definition of Totals Update Totals

Employee Credits: 0.00 USD &
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
(Cash Advances Applied: 0.00 USD (applicable taxes will be withheld fram your pay)

Save For Later | Finish and Submit |

Printable View

Tent Approval Status

Name Status Date

Originator Alice Alice Submitted 10/02/2014
Approver 1 Dillon Dillon Sent Back for Revision 10/02/2014
Pre-Pay Auditor

Approval Detail First B0 4 or2 O Last

Nama: Nillan Nillan

& Internet | Protected Mode: Off i
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Step | Action

1.

Click the Main
Menu button.

ir Favorites © 5k 8] Web Slice Gallery v

| @ Employee-facing registry content | |

£ ~ B -~ & = - Page~ Safety

OracLe
Favorites

Personalize Content | Layout

Search:

\ ®
[ My Favorites

[ Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

|~ Wly Diclionary

@ Intemet | Protected Mode: Off b

Step

Action

Click on Employee Self-
Service.

| (1 Employee Seff-Service

i Favorites 5 @] Web Slice Gallery =

| @ Employee-facing registry content | |

%3 v B - [ @ v Page~ Safet

CracLe

Favorites - Main Menu
Search Menu:

[ &

H“'mm 3 Employee Seff-Service » I
Change My Passwaori

s Emplwe: D My Personalizations

I~ Change [ My System Profile

- by Persol [5] My Dictionary

My Syster

|- My Dictionary

Personalize

&P Internet | Protected Mode: Off 4
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT IR EE

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

|_ % v B v [ & v Page~ Safety-

Add to Favorit

| & Employee-facing registry content

ORACLE"

Home | |
Favorites - Main Menu
Search Menu:

e .

Search: =
[ _Travel and Expenses »
I Travel and Expense Center I

Personalize Content | Layoul

Employee Self-Service
BT ] D Change My Password
YIRS D My Personalizations

> Employet
— Change h My System Profile

—MyPersol [5] My Dictionary
— My Syster.
— My Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off A

Action

Click the 2 More... link.

s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ [ | 42 [ X [Il® Bing

File Edit View Faverites Tools Help
& Favorites | gl @] Web Slice Gallery +
| @ Trovel and Expense Center | | B - v [ dsh ~ Pagev Safet
Favgrites  Main Menu > Employee Self-Service > Travel and Expense Center
I
ﬁ Travel and Expense Center
Employee Travel and Expense Center
Expense Report Travel Authorization Cash Advance
E Create, modify, print, view or delete an Expense Report Create, modify, print, view, cancel or delete a Travel Create, modify, print, view and delete a
= Create Authorization = Create
=] Modify El Create = Modify
= ] Modify E Print
= Print 2 More.
3 More.
@ Print Reports Review Payments
Print any one of your expense transactions %ﬁ Review history of expense payments
= Expense Report = Review Expense History
[E Travel Authorization = Review Payments
= Cash Advance
€D Intemnet | Protected Mode: Off L1
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Step

Action

Click the View link.

[ Toavel and Expenze ce

KISl £ nitps://finsbid.erp.stateavtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE Fie » & | é2 | x [ Bing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery +

| @ Travel and Bxpense Center ] By v E) v [ d v Pagew Safen

orAcLe

Favorites . Main Menu Emp\uyeeéef-SewlcE > Travel and Expense Center

Create, modify, print, view or delete an Expense Report

= Create = Modify = Print
Create an Expense Report Wogify an Expense Report Print an Expense Report

=

E" Delete
Wie v an Expense Report Delste an Expense Report

Done & Intemnet | Protected Mode: Off £

Step

Action

If you know the expense
report # it can be entered
here. To view all expenses
click the Search button.

Search

Note: The system will return
a maximum of 300. If you
have more than that amount
the advanced search link
next to the Search button can
be used to narrow down to a
date range.

2 hittps://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP//WEBLIB TENAVWEBLIBIFL ~ & |45 [ X
=

e Favorites 5 ] Web Slice Gallery =
| & view [ B v B - 0 d v Pager Sefen

ORACLE' ﬂ

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Expense Report > View

New W

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Search by: ReportiD ~ begins with

- JAdvanced Search

O m
Done & Internet | Protected Mode: Off 4

Page 43 of 130



Expense Training Guide
Employee/Delegate

Action

Select the Report Id you
would like to view.

2] hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAVWEBLIBFL + £ | 45 [ X
=

i Favorites 5l £ Web Slice Gallery =
|(§wew | | 5~ ~ [Z] @ v Page~ Safety

ORACLE’

Favorices | Main Menu > Employee SeffService » Employee TSE Center » Expense Report > View

New W
Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Maximum number of rows to return (up to 300 300
Search by: ReportiD - bagmswwlh|

Search Clear |gasicSearch [E Save Search Criteria

Search Results

Report Description Hame Empl ID Report Status
0000299690 Meeting Stella,Bella 60885 Submitted  10/11/2012
0000239689 Skiing Training Stella Bella 60885 Submitted 101172012
0000299688 Expense Training Stella Bella 60885 Submitted 101172012
0000299687 Expense Training Stella Bella 60885 Submitted 10M10/2012
raming Stella,Bella 60885 Submitted 10/02/2012
0000299679 Meeting EXP-98-2 Stella Bella 60885 Submitted ~— 09M9/2012

& Internet | Protected Mode: Off L1

Step

Action

All fields will be grayed out
when viewing a report. The
report status will be located
in the Enter Information
Section.

r Favorites | gk jg] Web Slice Gallery v

[@ven . v B @ - b s
ORACLE'

Favovntes MalﬂvMEﬂu > Emp\weeéef-SeNlcE > EmpIDyEEI&ECentEr > Expeﬂse'Repurt > View

Mew Window | Help | Cus

View Expense Report
Expense Report Detail

Bella Stella User Defaults ReportID: 0000299639
~ Enter Report Information
Report Description: Skiing Training Reference:
Business Purpose: Training Comment:
Default Location: WAITSFIELD
Report Status: Created On: 10/11/2012 By: BSTELLA
Post Status: Not Applied Last Updated: 10/1/2012 By: BSTELLA
Accounting Date: 101112012
Default Accounting For Report More Options: | [N ~ cO

Enter Expense Lines

*Expense Date | *Amount Spent

NT IN ST MILEAGE 1010412012 1110/USD  Employes Non-billable | i
Expense i
NT OFFICE SUPPLIES 10/0412012 50.00|USD Employee Non-billable |5 i
Expense a—
Expense Report Totals
Employee Expenses: 61.10 USD Due Employee: 6110 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Nafinitinn of Tatals
D Internet | Protected Mode: OFf E]
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Step

Action

The Current Approval Status
is toward the bottom of the
screen and it shows the
status date and the approver.

In this example, the expense
report has been submitted
but the supervisor has not
approved the expense report
yet.

& hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAVWEBLIBFL + £ | 45 [ X
=

& Favorites - 55 f] Web Slice Gallery =
| @ view | | 5~ ~ O] g - Page~ Safety

ORACLE’

Favorices | Main Menu > Employee SeffService » Employee TSE Center » Expense Report > View

L N

Enter Expense Lines Customize | Find First B 1.2 or2 B Last

2Amount Spent |*Currency

NT IN ST MILEAGE 10/0412012 1110/USD  Employes Non-billable | i
Expense —
NT OFFICE SUPPLIES 1010412012 5000(USD  Employes Non-billable | 1)
Expense i
Expense Report Totals
Employee Expenses: 61.10 USD Due Employee: 6110 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i
Definition of Totals
Employee Credits: 0.00 USD -
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 0.00 USD (applicable taxes will be withheld fram your pay)

Printable View

Current Approval Status

Status Date

Originator Stella,Bella Submitted 10/11/2012
Approver 1 Cullin,Edward
Pre-Pay Auditor

Return to Expense Report

L\ Return to Search | 1] Previous in List | +[E] Next in List | [=] Notify |

& Internet | Protected Mode: Off 4
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Employee/Delegate
Print an Expense Report

Expense reports are available to view in the system and it is not necessary to print them.

Step | Action

1. Click the Main
Menu button.

i Favorites © ks @] Web Slice Gallery ~

| & Employec-facing registry content

[ 5 v B v I @ v Pagev Safet

oracLe R ——
Favorites

Personalize Content | Layout

> My Favorites

- Employee Self-Senice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off 4

Step | Action

2. Click on Employee Self-
Service.

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry content | 5o v [] e v Pagev Safety

ST [ oracle R ——

Favorites { Main Menu

Personalize Sarch Menu:

\ ©)

) (3 Employee Seff-Service 3
My F: . Change My Passwori
Iy Favori -
I» Employes [E) My Personalizations
- Change | My System Profile
- My Persol (5] My Dictionary
- by Systen———
| My Dictionary

& Internet | Protected Mode: Off g
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT IR EE

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

@ Employee-facing registry content | B v [ deh v Pagev Safety-

L=

Home | | AddtoFavorit
Favorites - Main Menu
Search Menu:

e .

Search:

Personalize Content | Layoul

(1 Employee Self-Service
i ] D Change My Password (] Travel and Expenses »
5 E:H;lll:;:z |5 My Personalizations Travel and Expense Center

— Change k D My System Profile

~ MyPerso [ my Dictionary

— Wy Syster.

— My Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off A

Step

Action

Under the Expense Report
menu

Click the Print link.

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery ~

| @ Trovel and Expense Center | | 5 - v [ dh v Pagev Safe

OracLe

Favorites  Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete a

Authorization = Create
El Create ] Modify
] Modify ] Print
= Print 2 More.
3 Wore.
@ Print Reports ;é' Review Payments

Print any one of your expense transactions. Review history of expense payments

=] Expense Report =l Review Expense History

= Travel Authorization = Review Payments

= Cash Advance

Done €D Internet | Protected Mode: Off L1
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Employee/Delegate

Step | Action

& hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIE_TE_NAVWEBLIBFL + 5 | 45 [ X
=

5. | If you have a Report ID # PP S——

that you want to print you || @i [ B - B -0 & Peger Suiey

can enter the number into the | | oracLe ﬂ

Report Id field or you can ES e e
New W
search to select. T

Expense Report

- Enter any information you have and click Search. Leave fields blank for a list of all values
Click the Search button.

Maximum number of rows to return (up to 300): |300
Search by: ReportiD ~ begins with |

w

Search

< [

Done &P Internet | Protected Mode: Off L1

Step | Action

2 hittps://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/S/WEBLIB TENAVWEBLIBIFL ~ & |45 [ X
=

6. Select the report you want to S Favoites £ 3 ) Web Sice Galley +
prlnt, | & print [ B - ~ O & - Pagev Safey
Favorites | Main Menu
New W
Expense Report
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300y |300
Search by: ReportiD - bagmswwlh|
Search | Advanced Search
Search Results
Report Description Name Empl ID|Report Status |Creation Date |
0000336361 Test Comment field when print. Stella,Bella 60885 Approved 021372013
0000235360 Expense Conference Stella,Bella 60885 Pending 02/06/2013
0000335359 xpense Training Stella,Bella 60885 Pending 02/06/2013
4 .
& Internet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

#£] https://finsbyd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FL g | X
—

7. | A printable version of the S Favorts 3 ] Web liceGalry
report will be available on || @pine | -8 -

the screen. ORACLE' ﬂ

Favorites | Main Menu

Page~ Safety

New Window | Help | Cus

Follow the instructions you
Currently use to print from To prlrlithler-EEp]u:{rﬂleOaF\;Tu‘seyuurbmwsers print feature
your browser. g

Expense Report 0000336359
Bella Stella EmplID: 50885
Report Date: 02/14/2013  3:50:19PM Status: Pending
Description: Expense Training

Business Purpose:  Training

Comment:

Date Expense Type Merchant Location Amount Currency Taxable

01/31/2013 IN MILEAGE BURLINGTON VT 113 UsD

Expense Report Totals

Employee Expenses: 1.13 USD Total Due Employee: 1.13 USD

Non-Reimbursable Expenses: 0.00 USD Total Due Vendor: 0.00 USD

Prepaid Expenses: 0.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD
[l — B i ]
Done &P Internet | Protected Mode: Off L1
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Employee/Delegate
Delete an Expense Report

Expense reports can be deleted only when they are in a pending status. Expense Reports might need to be
deleted when it is a duplicate, no longer needed, or not completed before month end closing.

Note: If the report is valid but needs to be deleted for month end closing, it can be copied and the old
report can then be deleted.

Step | Action

& hitps://finsbid.peoplesoft. statevt.us/ psp/FMSEX4/EMPLOVEE/ERP/h/ *tab=DEFAULT

1. | Click the Main —

5 i8] Web Siice Gallery v

Menu button. | & Employee-facing registry content

I S S LA LR

Main Menu ORACLE ome | i
—

Personalize Content | Layout

> Employee Self-Service
— Change My Password

- My Personalizations
— My System Profile
— My Dictionary

@ Intemnet | Protected Mode: Off 4

Step | Action

2. Click on Employee Self- e Favortes <l () Web lce Gallry =
w = el

Service. | @ Employee-facing registry content

[ 03 Employee self-Service 4 ORACLE’

Favorites | Main Menu

[l 08-8-08 e

Home Add to Favorit

Personalize Search Menu:

Search:

I 3 Employee Selff-Service 4 I
Change My Password

- Change My System Profile
- MyPersol [£] My Dictionary

— My Syster

|- My Dicliona

@ Intemet | Protected Mode: Off 4
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT IR EE

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery +

| & Employee-facing registry content

|_ 5 v B v [ @ v Page~ Safety-
Home | | AddtoFavorit

Ol L=

Favorites . Main Menu
Search Menu:

s N

Search:

Personalize Content | Layoul

(1 Employee Self-Service
S [E change My Passward [ _Travel and Expenses 3
5 E:szll;;éﬂE |5 My Personalizations I Travel and Expense Center I
— Change h My System Profile

— MyPersal [ my Dictionary

— My Syster.

— My Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off a

Action

Click the 2 More... link.

WEBLIB_PTPP_SC.HOMEPAGEFic ~ & | ¢ | X [I© Bing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center | | B - v [ dh v Pagev Safe

ORACLE’

Favgrites  Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
{E) Create, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete a (

[E Create Authorization = Create
= Modify El Create E Modify
= E] Modify ] Print
= Print 2 More.
3 More.

@ Print Reports Review Payments
Print any one of your expense transactions %ﬁ Review history of expense payments
=] Expense Report =] Review Expense History
= Travel Authorization = Review Payments

= Cash Advance

& Internet | Protected Mode: Off M1
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Step | Action

5. Click the Delete link. Fle Edit View Fovorites Took Help
X [ WindowsLive  Live Search " -

i Favorites | 5 1B Suggested Sites ~ ] Web Slice Gallery =

What'sMew  Profile  Mail Photos  Calendar MSN  Share ‘g- (] o« ap

| & Base Navigation Page

| M3 v B v [ @= v Pagew Safet

Oracle

Favorites | Main Menu

ice > Travel and Expense Center =

Expense Report

Create, modity, print, view or delete an Expense Report

= Create =] Modify =] Print
= Creale an Expense Report Modify an Expense Report Print an Expense Report
= =
View an Expense Report

Uelete an Expense Report

Done

&P Intemnet | Protected Mode: Off £

Step | Action

[& e Viniorm e
Ok

W McAfee

0. Any report that iS in a File Edit View Favorites Tools Help
pending StatUS W|” ShOW up % E¥ Windows Live  Live Search [o]Rd ;
available to delete Jip Favorites | i Bl Suggested Sites = ] Web Sice Gallry ~

| & Delet

What'sNew  Profile  Mail Photos  Calendar MSN  Share ‘g' [l = ag

| ﬁvvg@vpagevsﬁm

: ORACLE
If the report you are looking | |, e

for isn't showing up, double How Window | Help | Cus
check the status to confirm ;:'tﬂ EEP —

that it is pending. elete an Expense Repo

Alice Alice

Select |ReportiD  |Report Description

[] 0000386078 VT Conference

Creation Date
08/05/2014

Amount |Currency
4200 USD

[C] 0000386076 VT Conference 08/05/2014 42.00 USD

Delete Selected Report(s)

Return to Expense Report

Done

&P Internet | Protected Mode: Off 4
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Step | Action

| Delete - Windows Internet Explore

2] https://finsbi.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVWEBLIELFUNCT) = 1 | 43 | x [l Bing

7. Select the report you want to

File Edit View Favorites Tools Help
dEIGte X A7 Windows Live  Live Search Q-
)

What'sMew  Profile  Mail Photos  Calendar MSN  Share ‘g- (] o« ap
i Favorites | 2 1B Suggested Sites ~ ] Web Slice Gallery =

@ | @ Delete [ % v B v & v Pagev Safen

oracle

Favorites | Main Menu

New Window | Help | Cus
Travel and Expense
Delete an Expense Report
Alice Alice
Report 1D

| | | 0000386078 VT Conference
[7] 0000386076 VT Conference

08/05/2014 42.00 USD

08/05/2014 42.00 USD

Delete Selected Report(s)

Return to Expense Report

Done

&P Internet | Protected Mode: Off L1

Step | Action

[@ Driee Windows et o

8. Click the Delete Selected

2] https://finsba.erp.statevtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIS_TE NAVWEBLIE FUNCT) = @ [ 43 | x [l Bing

File Edit View Favorites Tools Help
Report(S) button. % ¥ Windows Live  Live Search Ev. What'sNew  Profile  Mail Photos  Calendar MSN  Share ‘g- El o~ a%
i Favorites | 4 B Suggested Sites v ] Web Slice Gallery +
| Delete Selected Repori(s) (@oues = S

Oracle

Favorites © Main Menu

New Window | Help | Cus
Travel and Expense
Delete an Expense Report
Alice Alice

Report ID

Report Description

Creation Date
08/05/2014

Amount |Currency
4200 USD

0000386078 VT Conference

[C] 0000386076 VT Conference 08/05/2014 42.00 USD

Delete Selected Report(s)

Return to Expense Report

Done

&P Internet | Protected Mode: Off 4
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Step | Action €
9. Click the OK button.

| 2] nttps://finsti.erp.state.xt.us/ psp/TRAINING/EMPLOVEE/ERP/</WEBLIB_TE_NAV.WEBLIE FUNCT) = 5 | 42 | x [lto 8ing

File Edit View Favorites Tools Help
oK X ¥ Windows Live Live Search B~

What'sMew  Profile  Mail Photos  Calendar MSN  Share ‘g- ] o« ap
i Favorites | 5 1B Suggested Sites ~ ] Web Slice Gallery =

| & Delete

| M3 v B v [ i= v Pagew Safet

Oracle
Favorites | Main Menu

New Window | Help | Cus
Travel and Expense
Save Confirmation
Alice Alice

“ The Save was successful

n

Done

&P Internet | Protected Mode: Off 1

Step | Action
10.

e

(Hm] & hips iinch

€ statewtus/psp/T] MPLOVEE/ERP/s/WEBLIB_TE_ NAV.WEBLIE FUNCT! ~ & | 43 | x [l 8ing

The deleted expense report Fle Edit View Favorites Tooks Help

W|“ no Ionger be avallable '[0 x ¥ Windows Live Live Search (o] What'shew  Profile  Mail Photos  Calendar  MSN  Share ‘ - E o oay
VieW, mOdify, or pl’int. & Favorites | g Bl Suggested Sites v 8] Web Slice Gallery =

7| @ Delete

[ | i v B v 2 ® v Pagev Safe

OrAcLe
Favorites . Main Menu

New Window | Help | Cus
Travel and Expense
Delete an Expense Report
Alice Alice

Select |Report ID Report Description

[T] 0000386076 VT Conference

Creation Date
08i05/2014

Amount (Currency
42.00 USD

Delete Selected Report(s)

Return to Expense Report

& Internet | Protected Mode: OFf i
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Employee/Delegate
TRAVEL AUTHORIZATIONS

Entering Travel Authorizations

CREATE Travel Authorization from Blank

Procedure
The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- After every couple lines on your travel authorization, click the "Done" button to return
to the Summary page and click the "Save for Later" button to prevent the "data inconsistent with
database™ error that will not allow you to save or submit.

5. An approved on-line Travel Authorization is required for all cash advance requests.

6. Third Party Payments/Reimbursements- The supplemental form “Authorization of Employee
Expenses to be Paid by a Third-Party Organization” may be required when expenses are to be paid by
another party.

7. Encumbrance- All travel authorizations completed within VISION create an encumbrance of
funds against an appropriation of the employee’s department.
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Employee/Delegate

Step

Action

Click the Main
Menu button.

#£] https://finsbyd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/Ftab=DEFAULT

r Favorites © 5k ] Web Slice Gallery v

| @ Employec-facing registry content | | 5~ ~ ] g - Page> Safety

OracLe
Favorites

Personalize Content | Layout

Search:

\ ®
[ My Favorites

[ Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

— Wy Dictionary

@ Intemet | Protected Mode: Off 4

Step

Action

Click on Employee Self-
Service.

| 1 Employee Seff-Service

&] https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/*tab=DEFAULT

s Favorites 5 @] Web Slice Gallery =

| @ Employee-facing registry content [ B v E) - 0 d v Pager Sofen

oracLe

Favorites - Main Menu
Search Menu:

[ &

ST (3 Employee Self-Service »
Change My Passwori

b Fe D My Personalizations

[> Employee

- Change ) [E] My System Profie

— My Persol D My Dictionary

— My Systen

- Wy Dictionary

Personalize

@ Intemnet | Protected Mode: Off %
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

Employee.
K3\l £ https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT EIECE B
(€IS ps g.erp.statetus/pep Ttab= [ g
File FEdit View Favortes Tools Help

& Favorites | g @] Web Slice Gallery +

|_ % v B v [ & v Page~ Safety-

ORACLE"
Home | | AddtoFavorit

Favorites - Main Menu
Search Menu:

Mens @,
Search:

L (1 Employee Self-Service
S [E change My Passward [ _Travel and Expenses 3
5 E:H;lll:;:z |5 My Personalizations I Travel and Expense Center I
— Change k D My System Profile
~ MyPerso [ my Dictionary
— Wy Syster.

— Wy Dictionary

| & Employee-facing registry content

Personalize Content | Layoul

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off A

Step

Action

Under the Travel
Authorization menu, Click
the Create link.

| &) hitps://finsbid.erp.statentus/psp/ TRAINING/EMPLOVEE/ERP/5/WEBLIB_PTPP_SC.HOMEPAGEFi: ~ G |41 | X Il Bing
=

File Edit View Faverites Tools Help
& Favorites | gl @] Web Slice Gallery +
| @ Trovel and Expense Center | | B - v [ dgh ~ Pagev Safet
Favorites  Main Menu > Employee Self-Service > Travel and Expense Center
ﬁ Travel and Expense Center
Employee Travel and Expense Center
Expense Report Travel Authorization 2=l . cash Advance
{E) Create, modify, print, view or delete an Expense Report reate, modify, print, view, cancel or delete a Travel Create, modify, print, view and delete a (
[ Create = Create
= Modify E Nodify
=l Print E Print
2 More. it 2 Hore.
3 More.
&@ Print Reports L—@J Review Payments
Print any one of your expense transactions Review history of expense payments
= Expense Report = Review Expense History
[E Travel Authorization = Review Payments
= Cash Advance
Done €D Internet | Protected Mode: Off L1
|
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Enter a short, meaningful

the Description field.

description for the trip into

File Edit View Favorites Tools Help
& Favorites | g @] Web Slice Gallery ~
| @ create

e — e N N

orAcLe e —

Favorites . Main Menu

Request a Travel Autheorization

General Information
Bella Stella

New Window | Help | Cus

Travel Auth ID:  NEXT
Copy From Travel Authorization
Authorization Details

*Description:

*Date From:

*Business Purpose:

Default Location:

Comment:

Continue

GoTo: yser Defautts

Accounting Defaults

Done

& Internet | Protected Mode: Off

%

Step

Action

Enter the date the trip will

start on into the Date from
field.

i Favorites | gl @] Web Slice Gallery +

| (& Create

Step

Action

Enter the end date of the trip
into the Date To field.

NOTE: Travel dates must
be in the future. The
system will not allow
dates in the past.

Request a Travel Autherization

L % v B v 2] @ v Pagev Safey
ORACLE' ﬂ

Favorites . Main Menu

Mew Window | Help | Cus

*Description:
*Date From:
*Business Purpose:

Default Location: |

General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

|Tr\plu Florida
12114 [+

+*Date To:f 12314 [+

Q

Comment:

Continue

GoTo: yser Defautts

Accounting Defaults

&P Internet | Protected Mode: Off

]
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Action

Click the drop down arrow

to choose the Business
Purpose.

File Edit View Favorites Tools Help

iy Favorites | 5l @] Web Slice Gallery ~

| @ create ] By v E) v [ g v Pagew Safen

orAcle G —

Favorices . Main Menu

New Window | Help | Cus
Request a Travel Autheorization

General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization

Authorization Details

*Description: Trip to Florida

*Date From: 12114 [H “Date To: [12/2114] [
*Business Purpose: - I
Default Location:

Comment:

Continue

GoTo: ser Defautts
Accounting Defaults

@ Internet | Protected Mode: Off &

Step

Action

Select the option that most
closely identifies the purpose

of the trip.

[@ creste - Windows Intemet Explore

2 https://finsba.erp.state vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIS_TE NAVWEELIE FUNCT) = [ [ 43 | x [l Bing

File Edit View Faverites Tools Help

i Favorites | 5l @] Web Slice Gallery +

| @& creae | | B - v [ dsh ~ Pagev Safet

orAcLe G —

Favorites . Main Menu

New Window | Help | Cus
Request a Travel Autherization
General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization

Authorization Details

*Description: [Trip to Floriga

*Date From: 121114 [&)

*Business Purpose:

Default Location: Audn-lnspi;::nns-Lmsnsmg

Conference

*Date To: [12/314 [+

Comment: Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup
Judicial Assignment
Legal - Law Enforcement
Legislator

Meeting

School Visit

Training

Continue

GoTO: yser Defautts
Accounting Defaults

@ Intemnet | Protected Mode: Off 4
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Employee/Delegate

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few
letters of the location and click the magnify glass. The list includes all towns in Vermont, all
States and Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska

are considered Out of Country

Entering a Default Location is
optional. It will populate the
destination location field on each
expense line for you.

Step | Action

10. | Enter the first three letters
into the Default Location
field.

Step | Action

11. | Click the Look up Default
Location button.

[ Cree - Windows

\(’i_? 2] https://finshi3.erp.state.vt.us/ psp/ TRAINING /EMPLOVEE/ERP/s/WEBLIB_TE NAV.WEBLIE FUNCT) = G | 43 | X [l 8ing
o =

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

|GCraata |7 5 - v [ i v Pagev Safen

oracle

Favorites | Main Menu

New Window | Help | Cus

Request a Travel Authorization
General Information
Bella Stella Travel Auth ID: NEXT

Copy From Travel Authorization

Autherization Details

*Description: [Trip to Florida
*Date From: 12114 [ *Date To: |12/3i14 el
*Business Purpose: hd

Default Location: I Q I

Comment:

Continue

GO O |ser Defaults
Accounting Defaults

@ Intemet | Protected Mode: Off b1

Step | Action

12. | Select the location link.

[ cme Vo

3—;3 £] hittps//finshid.erp.state.t.us/ psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAV.WEBLIBE FUNCT) = 4 | 43 | % [lD 8ing
€IS =

File Edit View Favorites Tools Help

i Favorites | g ] Web Slice Gallery +
| & create [ B v B v & v Pagev Safen

Oracle

Favorites © Main Menu

Look Up Default Location

Search by: Expense Location ~ hegins W\lhl

LookUp | Cancel |agwanced Lookun

Done €D Internet | Protected Mode: OFf E]
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The comment field is where you can
add comments for Pre-Paid or Direct
Paid costs for the Trip. Example
comment: Flight charged to P-Card
for $350.

Step | Action

13. | Click the Continue button.

Caontinue I

K e) Sl €] https://finsbid.erp.stateavtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] » & | ¢ | x D 8ing

File Edit View Favorites Tools Help

r Favorites | 5l @] Web Slice Gallery +
| (& Create

[l 08-8-08 e

oracle

Favorices . Main Menu

New Window | Help | Cus
Request a Travel Authorization

General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

*Description: [Trip to Floriga

*Date From: 1210112014 [ *Date To: [12/03/2014 [+
*Business Purpose: Conference -
Default Location: ~ [FLORIDA Q
Comment:

GoTo: yser Defautts
Accounting Defaults

@ Intemnet | Protected Mode: Off 4

The Modify Report Information link
can be used at any time to bring you
back to the General Information page
to save, submit for approval, delete
lines or make changes to the
Description, Date Fields, Business
Purpose, and Comments.

Step | Action

14. | To choose the expense type,

Click the Expense Type list.

el £ htips//finst:d.crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLE FUNCT! ~ 5 | 4y | x o £ing
File Edit View Favorites Tools Help

i Favorites | g @] Web Slice Gallery +
| & Create

ORACLE’

Favorites . Main Menu

|_| i~ v [Z] @ v Page~w Safety

Mew Window | Help | Cus
Request a Travel Autherization
Travel Authorization Summary
Bella Stella

(General Information

Travel AuthID:  NEXT

Description:
Travel Date From:
Business Purpose:

Trip to Florida
12/01/2014 To:
Conference

12i03/2014

Add Expense

Transaction Date

Expense Type:

ooouso [

Save For Later | Submit For Approval |

Go To: | Modify Report Information
User Defaults
Accounting Defaults

* Required Field

Return to Travel and Expense Center

@ Intemet | Protected Mode: Off ]
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GRIC HORT WILDLIFE T

Expense Types are listed in

alphabetical order. See Bulletin 3.4

and the Expense Type list for

guidance on Expense types. For Out-

of-State travel, the Expense Type
should be an "OUT" Expense type

Step

Action

15.

Select the appropriate

Expense Type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

& ] hitps://finsbx] AUTO REPAIRS EE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g | X bemg

AUTO SUPPLIES
File Edit View Faverites |BOOKS SUBSCRIPTIONS LIB-ED
- - CLOTHING
7 Favorites ‘ = €] Web Sl pATA WIRELESS MOBILE =
~._ . |boC75%PERDIEMOUTST —
| & creste DOC FULL PER DIEM OUTST | v & g=n v Pagew Safen
Econ Dev- Client Meal
ORACLE [t |
Family Preservation
Favorites | Main Menu Family Preservation Support
hd - Finger Printing

Foster Parent Damage Claim New Window | Help | Cus
Foster Parent Food
Request a Travel AuthgFoster Parent Recruitment

— ~|Foster Parent Reward-Recagnitn
Travel Authorizati roster Parent Support Misc

Foster Parent Training .
Bella Stella GASOLINE Travel Auth ID:  NEXT
Gener wiomatin [ I
IN BREAKFAST
Description: IN COMMUTER MILE
T | Date From: IN CONF/TRAIN REGIST
ravel Date From: IN DINNER
Business Purpose: IN INCIDENTALS
IN LODGING
Add Expense IM LUNCH
IN MILEAGE ADAPT VAN ' Add
Expense Type:

Transaction Date Merchant

Currency
ooouso  [=]
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

Fquuired Field

Return to Travel and Expense Center

@ Internet | Protected Mode: Off 4

Step

Action

16.

Click the Add button.
Add

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery +
| & creste |

% v Bl v [0 = - Pagev Safet

00 EICETRET e
Oracle

Favorites © Main Menu

New Window | Help | Cus
Request a Travel Authorization

Travel Authorization Summary
Bella Stella

Travel Auth ID:  NEXT
(General Information

Description: Trip to Florida
Travel Date From: 12/01/2014 To: 12/03/2014
Business Purpose: Conference

Add Expense

Expense Type: QUT MILES - FULL - Add

Transaction Date  |Merchant

Currency
ooousp [
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

Fquuired Field

Return to Travel and Expense Center

@ Intemnet | Protected Mode: Off 4
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Step | Action

17. | Enter the number of miles
for the trip into
the Miles field.

Note: The mileage rate of
reimbursement is updated
and maintained in
accordance with the State's
negotiated agreements.

Bl & https://finsbic.emstatetus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVWEBLIE FUNCT) = 1 | 43 | x [l Bing

File Edit View Favorites Tools Help

&y Favorites | gl @] Web Slice Gallery +
| @ create

[l 8808 e

STETEA ——————
Home | AddtoF:

Favorices . Main Menu

New Window | Help | Cus
Request a Travel Authorization
Add Expense - QUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses
*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 120172014 OUT MILES - FULL 0.00

*Billing Type: Non-Taxable - =

Miles: I k 0.5600 Cale MILA0E] el autn Total 0.00
Originating Location: FLORIDA Q

FLORIDA Q
*Description: ‘

Amount: 00 usp _Update

(Add Another Expense

Expense Type: | _had

ion Location:

Copy Current Expense

Done

GoTo

Done &P Internet | Protected Mode: Off L1

Step | Action

18. | Enter a few letters of where
you started your trip into the
Originating Location field.

NGBl & https://finsbic.emstatetus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVMWEBLIELFUNCT) = & | 43 [ x [l Bing

File Edit View Favorites Tools Help

¢ Favorites | g @] Web Slice Gallery +

| @ create

] % v E) v 21 d® v Pagew Safen

Step | Action

19. | Click the Originating
Location button.

=Y

CracLe
Home | AddtoF:

Favorites . Main Menu

New Window | Help | Cus

Request a Travel Autheorization

Add Expense - QUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing Done’

Expense Information Current Expenses

“Date: 120012014 [ Date ExpenseType  Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2.00
*Billing Type: Mon-Taxable - =

Miles: 38 x gspop  CalcMileagel oo n Total 2.00
‘Originating Location: - ?!

ion Location: FLORIDA Q

*Description: ‘

Amount: 00 ysp _Update

Add Another Expense
Expense Type: | _had

Copy Current Expense

Done

GoTo

Dene

& Intemet | Protected Mode: Off L]

NOTE: A default Originating location can be set through the User Profile

Employee Self-Service > Travel and Expenses > Review Edit Profile Click on the User Defaults tab.
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Step

Action

20.

Click the location link to
select.

File Edit View Favorites Tools Help

r Favorites | gl @] Web Slice Gallery ~

|@ create ] i v E) v [ d v Pagew Safen,

orAcle G —

Favories  Main Menu

Search by:  Originating Location ~ beging wnh\

LaokUp | Cancel |Advaﬂced Lookup

Search Results

MONTANA
MONTGOMERY VT
MONTPELIER VT

@ Intemet | Protected Mode: Off 4

Step

Action

21.

Enter the Destination
location if a Default
location wasn’t selected or it
isn’t needs to be changed.
This location should be the
furthest point travelled
during the trip

AP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g

File Edit View Faverites Tools Help

r Favorites | gl @] Web Slice Gallery +

7|gCrEatE ] 5 I v 2] d# v Pagev Safety

Step

Action

22.

Enter an explanation of
what this trip will be for
into the Description field.

orAcLe G —

Favorites . Main Menu

Mew Window | Help | Cus

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: 10152014 [
*Payment Type: Employee - Ho Receipt
~Billing Type: ‘Non-Taxable-Internal - |L|Non-Reimbursable
“Miles: [ 78/ x oss00
+Originating Location:  |MONTPELIER VT aQ
*Destination Location:  [BURLINGTON VT Q
kDescrimjon:
*Amount Spent: 43.5
*Currency: ’ﬁq
*Exchange Rate: 1.00000000 % %
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

@ Intemet | Protected Mode: Off %
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Employee/Delegate

Step | Action (e

23 K e) Sl £ https://finshia.erp.state.vtus/psp/ TRAINING/EMPLOVEE/ERP/s/ WEBLIB_TE_NAV.WEBLIEFUN + B | 4| x [ 8ing

To add another expense line, | [im. o

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

Click the Expense Type list. | & create |
ORACLE Home | Addto Fayl

Favorites . Main Menu

New Window | Help | Custc
Request a Travel Autherization
Add Expense - QUT MILES - FULL

Bella Stella Travel Auth ID: MEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
*Billing Type: Mon-Taxable - =

Miles: 3 xpsapn  CHCMIea L 228
‘Originating Location: WMONTPELIER VT Q

Location: BURLINGTON VT Q

*Description: [Trip to airport

Amount: 2125 usp Update
Add Another Expense

T S—

Copy Current Expense
Done

& Internet | Protected Mode: Off 4
Step | Action T Cronte - Windows el Epios
N ’i-\ e g, hittps://finsbx3. erp.statevt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUN ~ [ |43 | X [Il® 8ing
24' SeIeCt the approprlate File Edit View Favorites Tools Help =
Expense Type from the list G Fovortes | s ] Web S Gollery
provided. |@ crese 1 B v B -0 B Peger sorays
ORACLE INMILES-FULL | Home | Addio Favl
The down arrow can be Frates ML I o omie
IN VEHICLE RENTAL New Window | Help | Custc
used to scroll through to Request a Travel AuTENS FoR AESaE
LEG NT 50+ MI

see a” avallable Optlons Add Expense - (ecnrrerpiEmme  [LL

LEG NT PER DIE RO
Bella Stella LEG TXLESS 50 MI

LEG TX PER DIEM ME:
Please fill in the following LEG TX PER DIEM RO isaction. You can then add additional expense items, if

desired, at the bottom of tf| |CENSE - ATTORNEY, - iin page by pressing Doneg"
e R | CENSE - CDL _ Current Expenses

Travel Auth ID:  NEXT

MEMBERSHIP DUES
*Date: MQVING EXPENSES Date Expense Type ~ Amount
OUT AIR TRANSP - 12/01/2014  OUT MILES - FULL 2128
Payment Type: OUT BREAKFAST  |_
*Billing Type: OUT COMMUTER MILE ™
. OUT CONF/TRAIN RE(| |1~;
Wiles: OUT DINNER CAICMIEA08] | 11yt Auth Totat 2128
Originating Location: ~ [OUT INCIDENTALS
OUT LODGING ] Q
*Destination Location: OUT LUNCH B
“Description: QUTMILES FULL
Amount: OUT MILES REDUCEL Update
OUT TRANSPORT OTH
QUT VEHICLE RENTA
NS o ONE SERVICE - CF ~
Expense Type: A Add

Copy Current Expense

Done

@ Intemet | Protected Mode: Off &
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Expense Training Guide
Employee/Delegate

Step

Action

25.

Click the Add button.
Add

Continue adding details
for the expense line.

Gl el £ https:/finsb.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLE FUN ~ & [ 42| x | 8ing

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

[@ceme |_ B B v P sy
ORACLE'

Favorites . Main Menu

Home | Addto Fav)

New Window | Help | Custc
Request a Travel Autherization

Add Expense - QUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

“Date: [2012014 5 Date ExpenseType  Amount
payment Type: Employee - 12012014 OUTMIES-FULL 2128
*Billing Type: Mon-Taxable - =
Miles: [ 38, qse00  CoCMiease] [ 2128
‘Originating Location: WMONTPELIER VT Q

Location: W Q

*Description: [Trip to airport

Amount: 2125 usp Update

Add Another Expense

[ouronne: g |

Copy Current Expense

Expense Type:

Done

@ Internet | Protected Mode: Off ‘&
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Copy an expense line for a Travel Authorization

Expense Training Guide
Employee/Delegate

Step

Action

1.

Copying expense lines can
save time.

To copy an expense line,

Click the Copy Current
Expense link.

Copy Current Expense

(€ Create - Windows Intemet Explore

1S g, https://finsbic.erp.statevt.us/psp/ TRAINING/EMPLOVEE/ERR//WEBLIE_TE_NAV.WEBLIEFUN ~ 3 45| X [l 8ing

File Edit View Favorites Tools Help

& Favorites | g ] Web Siice Gallery +

@ create ] fi - B v (5 A v Pager Safety-

ORACLE’

Home | Addto Fav)

Favorites . Main Menu

New Window | Help | Custc

Request a Travel Autherization
Add Expense - QUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing Done"

Expense Information Current Expenses

*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12012014 OUT MILES - FULL 2128

*Billing Type: Mon-Taxable - =

Miles: 38 x 05600  CalCMieage] o) auth Total 2128
‘Originating Location: MONTPELIER VT a
fon Location: BURLINGTON VT Q

*Description: [Trip to airport

Amount: 2128 ysb Update

(Add Another Expense
: Add

Copy Current Expense

Expense Type:

Done

& Internet | Protected Mode: Off

A

The Current Expenses will list the
additional expense line. If you want
to go back to a previous line, click
the link for the expense type in the
Current Expenses box

Step

Action

2.

Update the expense
information for the copied
line

Step

Action

After changes are made to
the line, the Update button
will need to be clicked

€ g, hitps://finsbic.erp state.vt.us/psp/ TRAINING/EMPLOVEE/ERP//WEBLIE_TE_NAV.WEBLE FUN ~ 3 |45 | X [l© 8ing

o A —

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

ORACLE’

Favorites . Main Menu

Request a Travel Autheorization
Add Expense - QUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses
*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128

12/01/2014  QUT MILES - FULL 21.28
*Billing Type: Non-Taxable - ~

Miles: [ 38 gspon  CalcMieage | o
Originating Location: W Q

jonLocation:  |BURLINGTONVT @,
*Description: ‘Trip to airport

Amount: 21258 usp Update |
[Add AnotherExpense |

|@ create |_ 5~ v [ @@ v Pagev Safetys

Home | Add to Favl

New Window | Help | Custc

Expense Type: - _Add
Copy Current Expense
Done
5

Done & Internet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Save a Travel Authorization for Later

Step

Action

1.

When entering travel
authorizations it is important
to save often. We
recommend saving after
every one to two lines to
avoid losing any work

Click the Done button.
Cone

G el £ https:/finsb.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLE_FUN ~ & [ 42| x | 8ing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| & create |_ B - v [ deh v Pagev Safety-
ORACLE

Favorites . Main Menu

Home | Addto Fav|

New Window | Help | Custc

Request a Travel Autherization

Add Expense - OUT MILES - FULL

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing Done"

Expense Information Current Expenses
*Date: 12/03/2014 [ Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
~Billing Type: Non-Taxable - - 12032014  QUTHMLES-FULL 2128
Miles: 38 x ose00  CACMISA0S o st Total 4256
‘Originating Location: BURLINGTON VT Q

Location: WMONTPELIER VT Q,
*Description: [MILEAGE HOME FROM AIRFORT

Amount: 2128 ysb Update
(Add Another Expense

Expense Type: | had

Copy Current Expense

@ Internet | Protected Mode: Off &

Step

Action

Click the Save For Later
button.

Save For Later

[ & Create - Windows Intemet Explore

K e) S £ https://finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUN ~ % 4| % & 8ing

File Edit View Favorites Tools Help

I Favorites | gl @] Web Slice Gallery ~

@ Create |_ 5O~ v [ @@ v Pagev Safetys
ORACLE’

Favorites . Main Menu

Home | AddtoFav

New Window | Help | Custc
Request a Travel Authorization
Travel Authorization Summary

Bella Stella Travel Auth ID:  NEXT
General Information

Description: Trip to Florida

Travel Date From: 12101/2014 To: 120312014

Business Purpose: Conference
Add Expense

Expense Type: Add

Amount | Currency
OUT MILES -FULL 120112014 2128 USD [=]

OUT MILES -FULL 12i03/2014 2128 UsSD =
I Save For Later I Submit For Appraval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Done & Internet | Protected Mode: Off 45
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Employee/Delegate

Step | Action T Crewe - Windows et B

O

" (el £ | https:/finshia.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUN ~ & [42] x | 8ing
3. Click the OK button. File Edit View Favorites Tool Help
0K & Favorites | g @] Web Slice Gallery ~
| & create |_ v v [ deh v Pagev Safety-
ORACLE

Home | AddtoFav
Favorites . Main Menu

New Window | Help | Custc
Request a Travel Autherization
Save Confirmation
Bella Stella Travel Auth ID:  NEXT

“ The Save was successful

< i

Done &€ Internet | Protected Mode: Off &
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Expense Training Guide
Employee/Delegate

Delete expense line(s) for a Travel Authorization

Step

Action

1.

If you need to delete any
expense lines you will need
to return to the Travel
Authorization Summary

page.

Click the Done button.

G el £ https:/finsb.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLE_FUN ~ & [ 42| x | 8ing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| & create |_ B - v [ deh v Pagev Safety-
ORACLE

Favorites . Main Menu

Home | Addto Fav|

New Window | Help | Custc

Request a Travel Autherization

Add Expense - OUT MILES - FULL

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing Done"

Expense Information Current Expenses
*Date: 12/03/2014 [ Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
~Billing Type: Non-Taxable - - 12032014  QUTHMLES-FULL 2128
Miles: 38 x ose00  CACMISA0S o st Total 4256
‘Originating Location: BURLINGTON VT Q

Location: WMONTPELIER VT Q,
*Description: [MILEAGE HOME FROM AIRFORT

Amount: 2128 ysb Update
(Add Another Expense

Expense Type: | had

Copy Current Expense

@ Internet | Protected Mode: Off &

Step

Action

Click the Delete row for the
line you want to delete.

Kl £1 https://finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/ WEBLIE_TE_NAV.WEBLIEFUN + B | 4] x [ &in
- = oo JERD /5 WEBLITE NAVWERLIFUN = |47 g

File Edit View Favorites Tools Help

I Favorites | gl @] Web Slice Gallery ~

|@ create |_ 5O~ v [ @@ v Pagev Safetys
ORACLE’

Favorites . Main Menu

Home | AddtoFav

New Window | Help | Custc
Request a Travel Authorization
Travel Authorization Summary

Bella Stella Travel Auth ID:  NEXT
General Information

Description: Trip to Florida

Travel Date From: 12101/2014 To: 120312014

Business Purpose: Conference
Add Expense

Expense Type: Add

Amount | Currency

OUT MILES -FULL 120112014 2128 USD [=]
OUT MILES -FULL 12i03/2014 2128 UsSD
Save For Later Submit For Appraval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Done & Internet | Protected Mode: Off 45
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Employee/Delegate

Step | Action
&) hittps://fintraining.erp.state.vt.us/ psp/TRAINING/EMPLOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUN 4
3. CIle the OK button File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

& Create [ v [ d= v Pagev Safety

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is

saved.
e o

& Internet | Protected Mode: Off £

Step | Action

(el £ htps://finsbia.erp.statet.us/ psp/ TRAINING/EMPLOVEE /ERP/s/WEBLIE_TE_NAV.WEBLIE FUN v 1 [ 45| x [l 8ing
e

4, The line will no longer exist T —

on the Travel Authorization. S Favorites. | 5 ] Web Sice Gallry =

@ Create m [ v [ @8 v Pagev Safety:
ORACLE'

Favorites . Main Menu

Home | AddtoFav

New Window | Help | Custc
Request a Travel Authorization
Travel Authorization Summary
Bella Stella Travel Auth ID:  NEXT

Description: Trip to Florida
Travel Date From: 12/01/2014 To: 12i03/2014
Business Purpose: Conference
Add Expense
Expense Type: I - _Add |
5
OUT MILES - FULL 12/01/2014 2128 USD =]
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Done & Internet | Protected Mode: Off 45
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Expense Training Guide
Employee/Delegate

Add Lodging Expenses (Only when P-Card or Direct Bill is not possible)

Step

Action

1.

To add lodging expenses,
Click the Expense Type list.

NOTE: Every effort should
be made to use a P-Card or
direct vendor payment for
lodging to avoid the need for
reimbursement.

(& Create - Windows Interet Explore

Il 2| ttps://finsbd.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP//WEBLIB_TE NAV.WEBLIE FUN ~ 5 [ 45 | x [l 8ing

File Edit View Favorites Tools Help

dr Favorites | g @] Web Slice Gallery +

| @ create ] fi v B v @ v Pager Safety-
ORACLE’
Home | Addto Favl

Favorites . Main Menu
New Window | Help | Custc
Request a Travel Autheorization

Travel Authorization Summary

Bella Stella Travel Auth ID: 0000001645
(General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 12i03/2014

Business Purpose: Conference

Add Expense

Expense Type: I M I Add

Merc Currency
QUT MILES -FULL 12/01/2014 21.28 USD [=]

OUT MILES -FULL 12i03/2014 2128 UsSD =

Originator Stella,Bella In Process 11i26/2014
Approver 1 Dillon,Dillon

[Approval Detail

Name: Dillen Dillon
Comment:

Done & Internet | Protected Mode: Off a

Expense Types are listed in
alphabetical order. See Bulletin 3.4
and the Expense Type list for
guidance on Expense types. For Out-
of-State travel, the Expense Type
should be an "OUT" Expense type.

Step

Action

2.

Select the OUT LODGING
expense type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

] hitps://finsbx T o FOR KEGALS EE/ERP//WEBLIB_TE NAV.WEBLIE FUN + & |45 | X [[o 8ing
LEG NT 50+ MI =
LEG NT PER DIEM MEAL
2 : " LEG NT PER DIEM ROOM
Favorit ] Webssl
i Fovortes | 5 2] W LEG TXLESS 50 Ml

& Crent LEG TX PER DIEM MEAL v B v O dh v Pagew Safetys
| @ create LEG TX PER DIEW ROOM & - 8 -

| LICENSE - ATTORNEY
ORACLE LICENSE - CDL
VMEMBERSHIP DUES

File Edit View Favorites

Favorites © Main Menu MOVING EXPENSES ¥
OUT AIR TRANSP
OUT BREAKFAST New Window | Help | Custc

OUT COMMUTER MILE

Request a Travel Authd ot coNFTRAIN REGIST
541/ OUT DINNER

Travel Authorizati OUT INCIDENTALS

Bella Stella OUT LODGING Travel Auth ID: 0000001645

OUT LUNGCH

(General Information OUT MILEAGE ADAPT VAN J_

n

o OUT MILES - FULL
Description: OUT MILES REDUCED RATE
Travel Date From: OUT TRANSPORT OTHER
OUT VEHICLE RENTAL

Business Purpose: PHONE SERVICE - CELL

Add Expense PHOMNE 8VC NON-CELL
PHOTOCOPIES A

Expense Type: h Add

Transaction Date Merchant

OUT MILES -FULL 12i01/2014 21.28 USD [=]
OQUT MILES -FULL 12/03/2014 21.28 USD =

Travel Authorization Status

Routing Name Approval Status Date
Originator Stella,Bella In Process 1112612014
Approver 1 Dillon,Dillon

[Approval Detail Find | View Al First Kl 4 or4 Il Lost

Hame: Dillen,Dillon
Comment:

Done & Internet | Protected Mode: OFf 4
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Expense Training Guide
Employee/Delegate

Step

Action

3.

Click the Add button.
Add

[ € Create - Windows Internet Explore

Gl £ https:/finsbd.erp.state.vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLE_FUN ~ & [ 42| x | 8ing

File Edit View Favorites Tools Help

e Favorites | g @] Web Slice Gallery +

| & create |_ I v [ dh v Pagev Safety-
ORACLE
Home | AddtoFav

Favorites . Main Menu
New Window | Help | Custc
Request a Travel Autherization

Travel Authorization Summary

Bella Stella Travel Auth ID: 0000001645
General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 12i03/2014

Business Purpose: Conference
Add Expense

Expense Type: OUT LODGING - -

Transaction Date Amount |Currency

OUT MILES -FULL 12/01/2014 2128 USD [=]
OUT MILES -FULL 12i03/2014 2128 UsSD =

Travel Authorization Status

pproval Status
Originator Stella,Bella In Process 11i26/2014
Approver 1 Dillen,Dillon
|Approval Detail First B0 1 or 1 B Last
Name: Dillon Dillon
Comment:
Done & Internet | Protected Mode: Off a

Step

Action

NOTE: The State of
Vermont doesn't list
Preferred Merchants.

Enter the place you will be
staying into the Non-
preferred field.

File Edit View Faverites Tools Help

i Favorites | gl @] Web Siice Gallery +

7|§Q'Eate | | I~ v (2] deh v Pagew Safety

orAcLe G —

Favorites . Main Menu

New Window | Help | Cus
Create Expense Report
Expense Detail for SUPPLIES - OFFICE (Line 4)
Alice Alice Report ID: 0000397394

|About This Expense
*Expense Date: horszo14

“Payment Type: Employee + [CIHoReceipt
*Billing Type: Non-Taxable - Internal + [nonReimbursable
*Merchant {Choose One)
Preferred: hd
I Non-preferred: | I
*Description:
*Amount Spent: 5.00
*Currency: UsD
*Exchange Rate: 1.00000000 & [
Default Rate
Reimbursement Amt: 500 USD

Exception Comments
Location Amount: |

No Receipt: [

Accounting Detail

Dnenint @niit

Done & Intemnet | Protected Mode: Off L1
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Expense Training Guide
Employee/Delegate

Action

Enter the estimated amount
for the lodging for that night.

Action

Make any other adjustments
needed for the expense line.

File Edit View Favorites Tools Help

&y Favorites | gl @] Web Slice Gallery ~

| @ crete ] i v B v = @ v Pagev Safety
ORACLE’

Favorices . Main Menu

Home | AddtoF:

New Window | Help | Cus

Request a Travel Authorization

Add Expense - OUT LODGING

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12012014 OUT MILES - FULL 2128
~Billing Type: Non-Taxable . = 12032014 QUTHILES-FULL 2128
Originating Location: MONTPELIER VT @ 12012014 OUTLODGING 0.00
*Merchant: Travel Auth Total 42.56

) Preferred M

5 Non.preferred COMFORT INN|

+Location: FLORIDA Q
usD Update

Add Another Expense

- Add

Amount:

Expense Type:

Done

Copy Current Expense

@ Intemnet | Protected Mode: Off 4

Step

Action

Copy the expense line to any
additional dates you will be
staying overnight and make
any necessary changes.

File Edit View Favorites Tools Help

&y Favorites | 5l @] Web Slice Gallery +
| @ create | | B~ v [Z] deh v Page~v Safety

ORACLE’

Favorites . Main Menu

Home Add 1o F

Mew Window | Help | Cus

Request a Travel Autherization

Add Expense - OUT LODGING

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
“Billing Type: Non-Taxable- « 12/03/2014  QUT MILES - FULL 2128
Originating Location: MONTPELIER VT @ 12012014 OUTLODGING 100.00
“Merchant: Travel Auth Total 14258

() Preferred -
@ Non-preferred [comForTINN ]
“Location: [rorDa &
Amount: 10000 ysp  Uedate

Add Another Expense

- Add

[etmmpe]

Expense Type:

Done

@ Internet | Protected Mode: Off i
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Expense Training Guide
Employee/Delegate

Verify/Change accounting detail for expense line(s)

Step

Action

The accounting detail link is
located toward the bottom of
screen on the Add Expense
page

Click the Accounting
Details link.

lﬂxccnunting Details

e

cl® g https://finsbid.erp.statet.us/psp/ TRAINING/EMPLOVEE/ERP//WEBLIB_TE_NAV.WEBLIB FUNCT] ~ 4 | ¢4 [ x [l 8ing
File Edit View Favorites Tools Help
& Favorites | g ] Web Slice Gallery +
| @& Modity | 5o~ v (2] deb v Pagev Safety
Hnme | AddtoF:
Favorites . Main Menu
UESHEU, dLUIE DULUITL U IS Rage UF TEWI O e -0 PAge Uy pressing uune
Expense Information Current Expenses
*Date: 12/03/12014 [ Date Expense Type Amount
payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
12/03/2014  QUT MILES - FULL 21.28
*Billing Type: Mon-Taxable - = _—
Originating Location: FLORIDA @ 12012014 OUTLODGNG 100.00
g a : 12/02/2014  QUT LODGING 100.00
*Location: BURLINGTON VT 2 iooeois  ouromem 1850
Amount: 1850 ygp  Update| 42022014 OUTDINNER 18.50
12/03/2014  OUT DINNER 1850
(Add Another Expense
] < BEE Travel Auth Total 298.08
Expense Type:
Copy Current Expense
Done
Go To
User Defaults
Accounting Details
FReuu\red Field
Done & Internet | Protected Mode: Off £

Step

Action

Lines can be added by
clicking the Add
Chartfield button and they
can be deleted by clicking
the minus button next to
the line.

NOTE: The account code
and GL Unit should never
be changed.

File Edit View Faverites Tools Help

Gy Favorites | 5l @] Web Slice Gallery ~

J?Create | | - v [ #h v Pagev Safety

oracle

Favorices . Main Menu

Mew Window | Help | Cus

Request a Travel Authorization

Accounting Detail
Bella Stella

Travel Auth ID: 0000001644

This is the accounting detail for expense type OUT MILES - FULL with a fransaction
date of 2014-12-01 inthe amount of 21.28 USD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Set Personalizations | Find | B

First Bl 1 of 1 B L2t

Amount |*GL Unit

128

Affiliate

01110 Q@ 518500 Q& 10000 & 1110003002 Q Q Q E

Add ChartField Line

Next Expense |

Done & Internet | Protected Mode: Off 4
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Expense Training Guide
Employee/Delegate

Step

Action

To see the accounting
detail for the next line,

Click the Next Expense
button.

File Edit View Favorites Tools Help

r Favorites | 5l @] Web Slice Gallery +

|@ create ] By v E) v [ g v Pagew Safen,

orAcle R —

Favorices . Main Menu

New Window | Help | Cus

N Kt E}{ Request a Travel Authorization
£ pense Accounting Detail
Bella Stella Travel Auth ID: 0000001644
This is the accounting detail for expense type OUT MILES - FULL with a fransaction
date of 2014-12-01 inthe amount of 21.28 USD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button.
Restare Defaults
set Personaizations | Find | 20| B Firse B0 4 op 1 B Laet
Amount |*GLUnit  |Acc Fund [ Program |Class Project Affiliate
p128 01110 Cy 518500 QU [10000 CL 1110003003 Q Q Q Q [=]
Add ChariField Line
Brevious EXHENEE.
oK
Done &P Internet | Protected Mode: Off L1
]
Step | Action ¢RI -

Once all the accounting
details have been reviewed,

Click the OK button.
OK

K e) Sl €] https://finsbid.crp.state:vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT) ~ & [ 4| x B 8ing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery ~

7|§Q'Eate | | 5~ v (2] deh v Pagew Safety

orAcLe N —

Favorites . Main Menu

New Window | Help | Cus
Request a Travel Autherization
Accounting Detail
Bella Stella Travel Auth ID: 0000001644

This is the accounting detail for expense type OUT LODGING with a transaction date
of 2014-12-01 in the amount of 100 USD. If changes are made inadvertently, you
may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

First B 1 o1 B Last

Amount |*GL Unit Acc Fund Dept Program |Class Project Affiliate

100.00 01110 C 518530 L [10000 @ [111000300 Q Q Q a [=
Add ChariField Line

Previous Expense | Next Expense |

]

Done

& Internet | Protected Mode: Off 4
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Step

Action

1.

To submit the authorization
for approval,

Click the Done button.
Done

[€ creote - Windows inte

Kol el ] itps//finsbia.erp.statext.us/ pep/ TRAINING/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIE FUNCT) = £ | 44| x D 8ing

File Edit View Favorites Tools Help

&y Favorites | g ] Web Slice Gallery +
| @ create |_
ORACLE

Favorites . Main Menu

(=] deh v Page~ Safety

L8 -

Home Add to F:

New Window | Help | Cus

Request a Travel Autheorization

Edit Expense - OUT LODGING
Bella Stella

Travel Auth ID: 0000001644

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing Done"

Expense Information Current Expenses
*Date: hamiz014 Date Expense Type  Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
~Billing Type: Non-Taxable - - 120032014 OQUTMLES-FULL 2128
. 121012014 OUT LODGING 100.00
ginati jon: WMONTPELIER VT Q =
f’"g"'a""g Location: 1200212014 QUT LODGING 100.00
“efS":"tr » 120172014 QUTDINNER 18.50
© Preterm - 12/02/2014  QUT DINNER 18.50
@ Non-preferred [COMFORT INN 120032014  OUT DINNER 1850
“Location: FLORDA Q T | Auth Total: -
Amount: 10000 ygp  Update| TYEIAUNTE 2808
Add Another Expense
Expense Type: v | _Add
Copy Current Expense
Done & Internet | Protected Mode: Off £

Step

Action

Click the Submit For
Approval button.

Submit For Approval

You might have to scroll
down the screen if you
don’t see the button.

://finsb3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] g | X bﬂmg

File Edit View Favorites Tools Help

Gy Favorites | gl @] Web Slice Gallery +
| (& Create |

ORACLE’

Favories . Main Menu

v [Z] deh v Pagev Safety

| fi -

Home | AddtoFs

OUT DINNER 12i01/2014 1850 USD

OUT DINNER 12i02/2014 18.50 USD

[0 0700 |

OUT DINMER 12/03/2014 1850 USD

Travel Authorization

‘Originator
Approver 1

ella,Bella
Dillon,Dillon

Fist Bl 4 or 1 B Last

|Approval Detail

Hame: Dillon Dillon
Comment:

Save For Later | I Submit For Approval I

GoTo:  Modify Report Informafion
User Defaults
Accounting Defaults

FReuulred Field

Return to Travel and Expense Center

& Internet | Protected Mode: Off i
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Step | Action

3. After reading the
certification statement, click
the OK button.

OK

File Edit View Favorites Tools Help

r Favorites | g @] Web Slice Gallery ~

|@ create ] By v E) v [ g v Pagew Safen,

orAcLe e —

Favorices  Main Menu

New Window | Help | Cus
Request a Travel Authorization
Submit Confirmation
Bella Stella Travel Auth ID: 0000001644

“ Click OK to submit, or click Cancel to return to the travel authorization without submitting

| certify that the information provided above is an accurate estimate of travel-related cosis that are to
be incurred by me.

Cancel

Done &P Internet | Protected Mode: Off L1

Step | Action

4, Click the OK button.
OK

Ke) Sl &1 hitps://finsbid.crp.state:vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT) ~ & [ ¢ | x B 8ing

File Edit View Favorites Tools Help

i Favorites | g @] Web Slice Gallery ~

7|?Create | | B - v [ dsh ~ Pagev Safet

orAcle

Favorites . Main Menu

Mew Window | Help | Cus

Request a Travel Autherization
Submit Confirmation

Bella Stella Travel Auth ID: 0000001644

& he submitwas successiul

Done €D Internet | Protected Mode: Off L1

The Travel Authorization has been routed to your supervisor for approval.
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Change default accounting for Travel Authorization
[@ creste - Windows intemet Bplore

=
(el & titps://finsbic.crp.statevt.us/ psp/ TRAINING/EMPLOYEE/ERP/5/WESLIE_TE_NAV.WEBLIE_FUNCT) = % 4| x I Bing

If you have 5p|it funding or your File Edt View Favortes Tools Help

accounting information is going to be | | * ™ & evesecns )
. |§Craata | - ~ [Z] gm ~ Page~ Safety
different than your default

accounting, it can be changed by F?r"fCM"E @
clicking on the Accounting Defaults o
link on the General Information page. | | Reauesta Travel Authorization

New Window | Help | Cus

General Information

Bella Stella Travel Auth ID: NEXT
NOTE: This will need to be done ComFrom Tial Ahorsstion
prior to adding any expense lines. Auhonzahion heiets S
Step | Action e 1 e e )
1. | Click the Accounting Pt ocatorFLORA °
Defaults link. e

Lﬂxccnu nting Defaults

Continue

GO TO! yser Defaults

I Accounting Defaults I

@ Internet | Protected Mode: Off i

Step | Action e Vi ——

(7R . A I /1 2 I A\
Kl €| https://finsbia.erp state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCT) ~ % 4| x lo sing

2. Make any necessary Changes File Edit View Favorites Tooks Help
to the chartfields. e Forris | g &) ol ey -

| & create

[ 5 v~ B v [ i v Pagev Safet

NOTE: The GL unit should ORACLE' ﬂ

Favorites  Main Menu
never be changed. ’ ’

New Window | Help | Cus

Request a Travel Authorization

Accounting Defaults

Step Action Bella Stella

Travel AuthID:  NEXT

H'H ceounting Summa Set Personalizations | Fin B prat B o B e
3. | To add an additional expense | | g e =
||ne % [:GL Unit Fund Dept Program  |Class Project Affiliate

10000 01110 @ u <, [1110003000 O Q o Q Q Q =
I Add ChartField Line I Load Defaults |

OK

GoTo: User Defaults

Click the Add ChartField
Line button.

Add ChartField Line

Dene @ Intemet | Protected Mode: Off 4G
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Step

Action

Update the percentage and
chartfields for each line

6 G Windonaie

| €] nttps:/finsbia. erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP//WEBLIB_TE_NAV.WEBLIB FUNCT) ~ [ | 45| X [Il© Bing

File Edit View Favorites Tools Help

&y Favorites | gl @] Web Slice Gallery +
| (& Create

|_ 5 -~ B v @ v Page~ Safet

orAcle G —

Favories . Main Menu

New Window | Help | Cus
Request a Travel Authorization
Accounting Defaults
Bella Stella

Travel Auth ID:  NEXT

First Bl 1.2 02 B Last

Set Personalizations | Find | B

1110 Q10000 1110002000 Q Q Q [=]
brio afoon @ frmmmoa [ @ al o @ =

Add ChartField Line | Load Defaults |

oK

GoTe

User Defaults

@ Intemnet | Protected Mode: Off 4

Step

Action

Click the OK button.
OK

K3 e) Sl €] hitps://finsbid.crp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/ WEBLIB_TE_NAV.WEBLIE FUNCT) ~ & | ¢ | x B 8ing
Fie Edit View Favortes Tooks Help

i Favorites | gl @] Web Slice Gallery +

|?Create | | 5~ ~ [2] deh v Pagew Safety

orAcLe G —

Favorites . Main Menu

Mew Window | Help | Cus
Request a Travel Autherization
Accounting Defaults
Bella Stella

Travel Auth ID:  NEXT

Accounting Summary

B ooz e

Fund Dept Project Al

50 01110 @ [10000 4 1110002000 Q Q Q Q [=
[ sapro @ fzzo0s @ froscaoo [ @ & A @&

Add ChartField Line | Load Defaults |

GoTa

User Defaults

€ Internet | Protected Mode: Off 4
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Copy a Travel Authorization

Step | Action

(el € hitps://finsbid.crp.statevt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + & | 2| x [t ging
1. Copylng from an EXiSting File Edit View Favorites Tools Help
Travel Authorization will Ehuisiin chu® Liiisiations

copy the information froma | |2
prior Travel Authorization

| % v B -~ I | v Page~ Safet

Oracle

into a new one. This can s e N Wi | etp | Gut
save time when entering Request a Travel Authorization
expenseS. General Information
Bella Stella Travel Auth ID: NEXT
Copy From Travel Authorization
Click the Copy From At detae
Travel Authorization link. S —T

[Copy From Travel Authorization TIETEREICES

Default Location: |

a,

Comment:

Continue

GO TO" ser Defaults

Accounting Defaults

Dane

@ Internet | Protected Mode: Off i

’¢:-\ 3 5 https://finsbs3.erp.statevt.us/ psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ £ | 43 [ X [IIl® Bing
If you don't see the authorization you

File Edit View Favorites Tools Help

are looking for, it might be necessary lf; Fc | 5 £ e siceGotery ~
to adjust the date range.

| % v B v [ = v Page~ Safen

ORACLE' ﬂ
Step | Action

Favorites | Main Menu
2. | Next to the Travel

Authorization you want to Copy From an Existing Travel Authorization
Copy' Bella Stella

New Window | Help | Cus
Request a Travel Authorization

Travel Auth ID:  NEXT

From Date: 09/01/2014 H 1o 01/01/2015 |35 Search

Click the Select button.

Business Purpose Date From

escriptior To
Select Trip to Florida Conference 12/01/2014  12/03/2014
Select rip to Florida Conference
Select [ v

12/01/2014  12/03/2014

Return to General Information

& Internet | Protected Mode: Off

4
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K/l €] https://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » & | ¢ | x [ 8ing
3. Enter the date the trlp will File Edit View Favorites Tools Help
start on into the Date from r Favorites | 5l @] Web Slice Gallery ~ )
field |@c== e BB D #r Paer e
_' ORACLE' ﬂ
Step | Action

Favorites . Main Menu

4, Enter the end date of the trip

New Window | Help | Cus
Request a Travel Authorization
into the Date To field. General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
NOTE: Travel dates must
- *Description: [Trip to Floriga
be in the future. The “oateFrom: RS
systerr_l will not allow e K
dates in the past.

Comment:

Continue

GoTo: yser Defautts

Accounting Defaults

&P Internet | Protected Mode: Off

%

Gzl

£] https://finsb:3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] +

Make any other Changes needed to File Edt View Fovortes Tools Help

the General Information page l‘;i | g ueosiceate - -
Step | Action I

L % v B v 2 @ v Pagev Safet

ORACLE' ﬂ
5. | Click the Continue button. o e

New Window | Help | Cus
Continue i Request a Travel Authorization

General Information
Bella Stella

|

41| X B Bing

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

*Description: [Trip to Floriga

+Date From: 1219114 [ +*Date To: [1212114] [

*Business Purpose: Conference

Default Location: ~ [FLORIDA Q

Comment:

GoTo: yser Defautts

Accounting Defaults

€D Internet | Protected Mode: Off

]
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Step

Action

The information from the
copied Travel Authorization
will have carried forward
and changes will need to be
made to reflect the current
request.

Reminder: Saving
frequently is important when
entering expenses.

File Edit View Favorites Tools Help

&y Favorites | g @] Web Slice Gallery +

| @ create | - v (2] deh v Pagew Safety

STETEA ——————
Home | AddtoF:

Favorices . Main Menu

New Window | Help | Cus
Request a Travel Authorization
Travel Authorization Summary
Bella Stella Travel Auth ID:  NEXT

General Information

Description: Trip to Florida
Travel Date From: 12/09/2014 To: 1211212014
Business Purpose: Conference

Add Expense

Expense Type: I - Add
Expense Type Transaction Date  |Merchant Amount | Currency
OUT MILES -FULL 12/01/2014 2128 USD [=]
OUT MILES -FULL 12i03/2014 2128 USD =
OUT LODGING 12i01/2014 COMFORT INN 100.00 USD [=]
OUT LODGING 12/02/2014 COMFORT INM 100.00 USD =
OUT DINNER 12i01/2014 18.50 USD =]
OUT DINNER 12i02/2014 18.50 USD =
OUT DINNER 12/03/2014 18.50 USD [=]
Save For Later Submit For Approval
GoTo:  Modify Repart Informafion
Done & Internet | Protected Mode: Off 4
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Modify a Travel Authorization
A Travel Authorization can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

Step

Action

1.

Click the Main Menu
button.

Jr Favorites | gk jg] Web Slice Gallery v

| & Employee-facing registry content |_ B v [ deh v Pagev Safety

CracLe R —
—-—

Personalize Content | Layout

> Employee Self-Senvice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

@ Intemnet | Protected Mode: Off 4

Step

Action

Click the Employee Self-
Service menu.

| 3 Employee Self-Service

i Favorites © gk @] Web Slice Gallery v

| @ Employee-facing registry content ] v B v ) # v Pagew Safen

OracLe R —

Favorites | Main Menu
Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|=] Change My Password

[> My Favoril _—
 Employes D My Personalizations

- Change My System Profile
- MyPersol [£] My Dictionary

- My Syster

- My Dictionary

Personalize

@ Intemet | Protected Mode: Off 4

Page 84 of 130


http://aoa.vermont.gov/bulletins

»~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

3.

Click the Travel and
Expense Center menu.

| 2] https://fintraining. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT IR

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

| |=] Travel and Expense Center

& Employee-facing registry content [ v E) v 0 d v Pagew Ssfery-
ORACLE"

Favorites | Main Menu
Search Menu:

Mons @

Search:

Home | | Addto Favort

Personalize Content | Layoul

(1 Employee Self-Service
— [E change My Passwaord [ Travel and Expenses »
o Er!:npluyss D My Personalzstions Travel and Expense Center
— Change [] My system Profile

—MyPersol [£] My Dictionary

— My Syster.
— My Diclionary |

https://fintraining.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/S/WEBLIE_PTPP_S¢ € Internet | Protected Mode: Off &

Step

Action

Under the Travel
Authorization menu,

Click the Modify link.

|€ Travel and Expense C findov

o
<% statetus/psp/T MPLOVEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ & | ¢4 | X [l 8ing
= —
File Edit View Favorites Tools Help
i Favorites | i ] Web Slice Gallery +
| & Travel and Bxpense Center | - v [ deh v Pagev Safety
Favovrites Main Menu > Employee Seff-Service > Travel and Expense Center
ﬁ Travel and Expense Center
Employee Travel and Expense Center
Expense Report Travel Authorization Cash Advance
Create, modify, print, view or delete an Expense Report Create, modify, print, view, cancel or delste a Travel '@ Create, modify, print, view and delete a ¢
E Creste Authorization Bl Create
= Modify e E Modify
F= Print = Print
2 More... 2 Nore...
@ print Reports é Review Pavments
Frint any one of your expense transactions. Review history of expense payments
= Expense Report [l Review Expense History
= Travel Authorization =l Review Pavments
= Cash Advance
Done €D Internet | Protected Mode: OFf ]
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Step

Action

Clicking the search button
will list all authorizations in
a pending status or if there is
only one, it will bring us
right into the authorization.

Click the Search button.
Search

2] https://finsbd.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVMEBLIELFUNCT) = 1 | 43 | x [l Bing

(7a)
[€]®

File Edit View Favorites Tools Help

r Favorites | g @] Web Siice Gallery +

— L1l 88 08

OrACLe

Favorites . Main Menu

New W
Travel Authorization
Enter any infermation you have and click Search. Leave fields blank for a list of all values

Maximum number of rows to return (up to 300): |300

Travel Authorization ID ~ begins with

Search by:

pudvanced Search

Find an Existing Value \ Add a New Value

o il

Done & Internet | Protected Mode: Off L1

Step

Action

A comment is required when
sending an authorization
back for revision. The
comment will be at the
bottom of the screen. You
might need to scroll down if
you don’t already see it on
your page.

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +
| @ wodiy ] % v E) v 0 # v Pagew Safen

ETETE ———
Home | AddiofF:

Favorites . Main Menu

121812014

INMILES - FULL 2128 UsSD =
OUT LODGING 12/15/2014 ComfortInn 100.00 USD [=]
OUT LODGING 12/16/2014 Comfort Inn 100.00 USD =
Travel Authorization Status

Routing Name Approval Status Date

‘Originator Stella,Bella ‘Submitted 12/05/2014

Approver 1 Dillon,Dillon Sent Back for Revision 121052014

First B 1 o1 B Last

|Approval Detail Find | View All

Hame: i T
Comment: Please change mileage to OUT-Mileage because itis an out of
state trip.

Submit For Approval |

Save For Later

GoTo:  Modify Repart Informafion
User Defaults
Accounting Defaults

FRequlred Field

Return to Travel and Expense Center

@ Intemet | Protected Mode: Off ]

Changes can be made to the Travel Authorization like you would if you were entering the
authorization. See Entering a Travel Authorization for more instruction. If an expense type
needs to be changed, the line will need to be deleted and reentered with the correct expense type.
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View Travel Authorization

Step | Action

1.

Click the Main
Menu button.

ir Favorites © 5k 8] Web Slice Gallery v

| @ Employee-facing registry content | |

£ ~ B -~ & = - Page~ Safety

OracLe
Favorites

Personalize Content | Layout

Search:

\ ®
[ My Favorites

[ Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

|~ Wly Diclionary

@ Intemet | Protected Mode: Off b

Step

Action

Click on Employee Self-
Service.

| (1 Employee Seff-Service

i Favorites 5 @] Web Slice Gallery =

| @ Employee-facing registry content | |

%3 v B - [ @ v Page~ Safet

CracLe

Favorites - Main Menu
Search Menu:

[ &

H“'mm 3 Employee Seff-Service » I
Change My Passwaori

s Emplwe: D My Personalizations

I~ Change [ My System Profile

- by Persol [5] My Dictionary

My Syster

|- My Dictionary

Personalize

&P Internet | Protected Mode: Off 4
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT

o |

B |44 | X [iB 8ing

File Edit View Favorites Tools

Help

& Favorites | g @] Web Slice Gallery +

| & Employee-facing registry content

L=

Favorites - Main Menu

Search Menu:

Search:
L (1 Employee Self-Service

D Change My Password
[> My Favorif
1> Employee D My Personalizations

(©)]

[ _Travel and Expenses »
I Travel and Expense Center I

— Change k D My System Profile
— MyPersal [ my Dictionary

— Wy Syster.

— Wy Dictionary

|_ 5o~ v [ @ v Pagev Safety:

Home

Add to Favorit

Personalize Content | Layoul

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St

& Internet | Protected Mode: Off a

Action

Under the Travel
Authorization Menu,

Click the 3 More... link.

(@i
R

@] nttps://finsbxd. erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/3/WEBLIB_PTPP_SC.HOMEPAGEFie ~ [ | 41| X [Il© Bing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery ~

| @ Trovel and Expense Center

ORACLE’

Favorites

Mai > Employee >

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report

Create, modify, print, view or delete an Expense Report

£ ~ B ~ [ @ ~ Page~ Safet

Main Menu > Emp\wee;ef—Sewlce » Travel and Expense Center

Travel Authorization

Create, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete a (

= Create Authorization = Create
= Modify El Create E Nodify
= Print E] Modify ] Print
2 More. =i 2 Nore.
@ Print Reports Review Payments
Print any one of your expense transactions %ﬁ Review history of expense payments
= Expense Report = Review Expense History
= Travel Authorization = Review Payments
= Cash Advance
€D Intemnet | Protected Mode: Off L1
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Step

Action

Click the View link.

€ Trovel and Expense Ce

Ko ) Sl €] https://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE Fie » & | é2 | x [ 8ing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery +

| @ Travel and Bxpense Center ] By v E) v [ g v Pagew Safen,

oracle

Favorites  Main Menu Emp\uyeeéef-SewlcE » Travel and Expense Center

Main Menu > Employ: ice = Travel and Expense Center >
5| Travel Authorization

Create, modify, print, view, cancel or delete a Travel Authorization

Create
Create a Travel Authorization

Modify
Wodify a Travel Authorization

Print
Print a Travel Authorization

E’ E Delete E Cancel

View a | ravel Authorization Delete a Travel Authorization Cancel a Travel Authorization

@ Intemnet | Protected Mode: Off 4

Step

Action

If you know the Travel
Authorization # it can be
entered here. To view all
expenses click

the Search button.

Search

Note: The system will return
a maximum of 300. If you
have more than that amount
the advanced search link
next to the Search button can
be used to narrow down to a
date range.

& hittps://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/S/WEBLIB TENAVWEBLIBIFL ~ £ | 45 [
=

i Favorites

| & view [ B v B - 0 d v Pager Sefen

5% @] Web Slice Gallery =

ORACLE' ﬂ

Favorites | Main Menu

New W
Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300y |300
Search by: Travel Authorization ID ~ begins with
fudvanced Search
O m
Done & Intemnet | Protected Mode: Off 4
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Action

Select the Travel
Authorization you would
like to view.

2 hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TENAVWEBLIBIFL + & | 45| X
=

i Favorites 5 @] Web Slice Gallery =
|(§wew |7| 5~ ~ [Z] @ v Page~ Safety
Favorites  Main Menu
New W
Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300): |300
Search by:  Travel Authorization ID ~ begins wim‘
Search |Advanced Search
Search Results
ID|Travel Auth Description Name Empl ID|Travel Autl
0000000049 Off-site meeting on Expenses StellaBella 60885 Submitted 10/15/2012
0000000048 Training for Expenses Stella,Bella 60885 Submitted 1011212012
0000000044 test error again Stella,Bella 60885 Submitted 09/18/2012
0000000043 test Stella,Bella 50885 Submitted 09/18/2012
0000000035 Conference in Mass EXP-31 StellaBella 60885 Approved 091712012
0000000029 EXP-29-10 Stella,Bella 50885 Submitted 09/14/2012
0000000028 EXP-29-9 Btella Bella 60885 Submitted 0911472012
0000000027 EXP-29-8 Stella,Bella 50885 On Hold 09/14/2012
0000000026 EXP-29-7 Btella Bella 50885 Approved 0911472012
< .
Done & Internet | Protected Mode: Off L1

Step

Action

All fields will be grayed out
when viewing an
authorization. The status
will be located in the Travel
Authorization Status section.

r Favorites | gl jg] Web Slice Gallery v

[@ven . v B @ - b s
ORACLE'

Favorites  Main Menu > Emp\weeéef-SeNlcE > EmpIDyEEI&ECentEr > vae\AuEhonzatlon > View

New Window | Help | Cus
View Travel Authorization
Travel Authorization Summary

Bella Stella Travel Auth ID: 0000000049
(General Information
Description: Off-site meeting on Expenses
Travel Date From: 1012312012 To 10i25/2012
Business Purpose: Off-site Meeting
Status: Submitted
Amount |Currency
LT OUT ST AIR TRANSE Burlington Airport 250.00 USD
T OUT ST LODGING 10i23/2012 Haotel 6 140.00 USD
Total Expenses: 390.00 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 390.00 USD

Travel Authorization Status

Routing Name Approval Status Date

‘Originator Stella,Bella ‘Submitted 10/15/2012
Approver 1 Cullin Edward
[Approval Detail First B 4 o 1 B Last
HName: Cullin Edward
Done & Internet | Protected Mode: OFf h]
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Print a Travel Authorization
Travel Authorizations are available to view in the system and it is not necessary to print

Step | Action

1. Click the Main
Menu button.

i Favorites © ks @] Web Slice Gallery ~

| & Employec-facing registry content

[ 5 v B v I @ v Pagev Safet

oracLe R ——
Favorites

Personalize Content | Layout

> My Favorites

- Employee Self-Senice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off 4

Step | Action

2. Click on Employee Self-
Service.

| 1 Employee Seff-Service

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry content | 5o v [] e v Pagev Safety

oracLe N —

Favorites { Main Menu

Personalize Sarch Menu:

\ ©)

) (3 Employee Seff-Service 3
My F: . Change My Passwori
Iy Favori -
I» Employes [E) My Personalizations
- Change | My System Profile
- My Persol (5] My Dictionary
- by Systen———
| My Dictionary

& Internet | Protected Mode: Off g
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

Employee
N
A AN

K3\l £ https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT

+ 3|54 x o sing

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

| & Employee-facing registry content

ORACLE"

Favorites - Main Menu
Search Menu:

Search:
L (1 Employee Self-Service

D Change My Password
[> My Favorif

e &

[ _Travel and Expenses »
I Travel and Expense Center I

|_ % v B v [ & v Page~ Safety-

Home | | AddtoFavorit

Personalize Content | Layoul

1> Employee [E] My Personalzations
— Change k D My System Profile
~ MyPersor [ my Dictionary

— Wy Syster.

— Wy Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St

& Internet | Protected Mode: Off a

Action

Under the Travel
Authorization menu

Click the Print link.

File Edit View Favorites

Tools  Help

& Favorites | gl @] Web Slice Gallery ~

| @ Trovel and Expense Center |

£ ~ B ~ [ @ ~ Page~ Safet

ORACLE’

Favorites

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

=

Travel Authorization ==
reate, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete a (

= Create Authorization = Create
= Modify El Create E Nodify
= Print El = Print
2 More. 2 Nore.
@ Print Reports Review Payments
Print any one of your expense transactions Review history of expense payments
= Expense Report = Review Expense History
= Travel Authorization = Review Payments
= Cash Advance
Done €D Intemnet | Protected Mode: Off L1
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Step

Action

If you have the Travel
Authorization # that you
want to print you can enter
the number into the Travel
Authorization Id field or you
can search to select.

Click the Search button.
Search

& hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIE_TE_NAVWEBLIBFL + 5 | 45| X
=

S Favorites 5 @] Web Slice Gallery =
|@pint [ ] % - E) v O @ v Pagew Sofen
Favortes | Main Menu
New W
Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300): |300
Search by:  Travel Authorization ID ~ begins wim‘
- dvanced Search
< [
Done &P Internet | Protected Mode: Off L1

Step

Action

Select the Travel
Authorization you want to
print.

2 hittps://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/S/WEBLIB TENAVWEBLIBFL ~ G |45 [ X
=

i Favorites : 5l £ Web Slice Gallery =
| & print | G~ ~ [C] deh ~ Pagev Safety
Favorites | Main Menu
New W
Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300): |300
Search by: Travel Authorization ID ~ begins wnh‘
Search | Advanced Search
Search Results
First i 1-6ofe [ Last
Travel Authorization ID|Travel Auth Description Name Empl ID|Travel Authorization Status |Creation Date |
00 Test Comment field when print. Stella,Bella 60885 Closed 0211372013
0000000009 Meeting on Expenses Stella,Bella 60885 Submitted 021312013
0000000008 Expense Training Stella,Bella 60885 Submitted 02/08/2013
0000000007 Expense Training Stella,Bella 60885 Pending 02/08/2013
0000000006 s'ad flasdf Stella Bella 60885 Submitted 02/08/2013
0000000005 Test printing a TA Stella,Bella 60885 Closed 02/07/2013
4 .
& Internet | Protected Mode: Off 4
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Action

A printable version of the
Authorization will be
available on the screen.

Follow the instructions you
currently use to print from
your browser.

i Favorites | 33 ] Web Slice Gallery =
| & pint L

oracLe

Favorites | Main Menu

New Window | Help | Cus

To print this report, please use your browser's print feature.

2
"~ VERMONT
Travel Authorization
Report Date: 02/14/2013
Bella Stella Report Time: 8:37:14AM
Travel Authorization ID: 0000000009 EmplID: 60885
Description: Meeting on Expenses Status: Submitted
Business Purpose: Meeting
Date From: 02/25/2013 Date To: 02/26/2013
Comment: Meeting is to discuss Configuration changes.
Date Expense Type Merchant Location Amount Currency
02/25/2013 OUT AIR TRANSP Delta NY 200.00 USD
02/25/2013 OUT LODGING Holtel & NY 75.00 USD
Total Travel Authorization Amt: 275.00 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Autherization: 275.00 USD

| certify that the information provided above is an accurate estimate of travel-related costs
that are to be incurred by me.

@ Intemnet | Protected Mode: Off %
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Delete a Travel Authorization

Travel Authorizations can only be deleted when they are in a pending status. Travel Authorizations might
need to be deleted when it is a duplicate, no longer needed, or not completed before month end closing.
Note: If the authorization is valid but needs to be deleted for month end closing, it can be copied and the
old authorization can then be deleted.

Step | Action

& hitps://finsbid.peoplesoft. statevt.us/ psp/FMSEX4/EMPLOVEE/ERP/h/ *tab=DEFAULT

1. | Click the Main —
Menu button. | @ Employee facing registry content ] B - B - & - Pager Saiey

Main Menu ORACLE ome | i
—

Personalize Content | Layout

5 i8] Web Siice Gallery v

> Employee Self-Service
— Change My Password

- My Personalizations
— My System Profile
— My Dictionary

@ Intemnet | Protected Mode: Off 4

Step | Action

2. Click on Employee Self- G Favorts - 5 8] Web ice Gallry =

Service. | @ Employee-facing registry content BB O B Pager ey
[ 03 Employee self-Service 4 ORACLE’

Favorites | Main Menu
Search Menu:

Home Add to Favorit

Personalize

Search:

I 3 Employee Selff-Service 4 I
Change My Password

- Change My System Profile
- MyPersol [£] My Dictionary

— My Syster

|- My Dicliona

@ Intemet | Protected Mode: Off 4
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

Y
N
e

File Edit

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT IR EE

View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery +

| & Employee-facing registry content

|_ 5 v B v [ @ v Page~ Safety-

L=
Home | | AddtoFavorit
Favorites . Main Menu

Search Menu:

s N

Search:
[ _Travel and Expenses »
I Travel and Expense Center I

Personalize Content | Layoul

(1 Employee Self-Service
D Change My Password

[» My Favorif

1> Employee [E] My Personalzations

— Change k D My System Profile

~ MyPersol [ my Dictionary

— My Syster.

— My Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off a

Step

Action

Under the Travel
Authorization menu,

Click the 3 More... link.

ISl & ttps:/finsb:o.erp.state.vtus/psp/ TRAINING/EMPLOVEE/ERP//WEBLIB_PTPP_SC.HOMEPAGEFie v i | 41| x [ll© 8ing
: =

File Edit View Favorites Tools Help
&y Favorites | gl @] Web Slice Gallery +
| @ Trovel and Expense Center | 5 - v [ dsh ~ Pagev Safet
Favorites  Main Menu > Employee Seff-Service > Travel and Expense Center
ﬁ Travel and Expense Center
Employee Travel and Expense Center
Expense Report Travel Authorization Cash Advance
Create, modify, print, view or delete an Expense Report Create, modify, print, view, cancel or delete a Travel @ Create, modiify, print, view and delete a ¢
= Create Authorization = Create
= Modify El Create E Modify
= Print E] Modify ] Print
2 Wore =] Print 2 More.
@ Print Reports Review Payments
Print any one of your expense transactions. Review history of expense payments
= Expense Report = Review Expense History
= Travel Authorization = Review Payments
=] Cash Advance
Done €D Internet | Protected Mode: Off L1
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Step | Action

5. Click the Delete link.

&) hittps://finsbid.erp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_PTPP_SC.HOMEPAGEFi: ~ G | 45 | X [l 8ing

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery +

| & Travel and Expense Center

] % v E) v ) d® v Pagew Safen

oracle R —

Favorites MalnvMenu > Emu\nyeeéef-Sewl(e » Travel and Expense Center

Create, modify, print, view, cancel or delete a Travel Authorization

= Create = Modify = Print
= Create a Travel Authorization

Modify a Travel Autherization Print a Travel Authorization

E" View ﬁ

ﬁ Cancel
View a Travel Authorization Delte a Iravel Authorization Cancel a Travel Authorization

Done & Internet | Protected Mode: Off L1

Any Travel Authorization that is in a
pending status will show up available
to delete.

If the authorization you are looking
for isn't showing up, double check
the status to confirm that it is
pending.

Step | Action

6. Select the authorization you
want to delete,

&

[B Dot Wi e o

£] https://finsb:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ g

File Edit View Favorites Took Help
& Favorites | gl ] Web Slice Gallery +
| & Delete

|_ 5 -~ B v ) @ v Page~ Safet

orAcle R —

Favories . Main Menu

New Window | Help | Cus
Travel and Expense

Delete a Travel Authorization
Alice Alice

Travel Auth Name  |Business Purpose Date From

Conference Conference 1015/2014  10/17/2014

Delete Selected Authorizationis)

Return to Travel Authorization

Done

€ Intemnet | Protected Mode: Off 4
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Step | Action

| & Delete - Windows Internet Explorer

7. Click the Delete Selected
Authorization(s) button.
[ Delete Selected Authorization(s) |

[ 2] https://finsbi.erp.state vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVMEBLIE.FUNCT) = 1 | 43 | x [l Bing
File Edit View Favorites Took Help

Jr Favorites | g ] Web Slice Gallery +
| & Delete

| % v B v 2 & v Pagev Safey

orAcLe R —

Favorites . Main Menu
New Window | Help | Cus
Travel and Expense

Delete a Travel Authorization
Alice Alice

Travel Auth D |Travel Auth Name
0000001560 ‘Conference

Delete Selected Authorizationis)

Return to Travel Authorization

Business Purpose Date From  |Date To

Conference 10M5/2014  10/17/2014

&P Internet | Protected Mode: Off £

Step | Action

8. Click the OK button.
OK

& Delete - Windows Internet Explore:

' McAfee
[ &) https://finsba.erp.state vtus/psp/ TRAINING/EMPLOVEE/ERP/5/WEBLIB_TE_NAV.WEBLIE_FUNCT] » &
File Edit View Favorites Tools Help

| & Delete

r Favorites | g @] Web Slice Gallery +

<1

| £ ~ B} v =1 @ v Page~v Safety

orAcle G —

Favories . Main Menu

New Window | Help | Cus
Travel and Expense

Save Confirmation
Alice Alice

“ The Save was successiul

n

Done

€D Internet | Protected Mode: Off 4
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Step

Action

The deleted Travel
Authorization will no longer
be available to view, modify,
or print.

&) hittps://finsbid.erp.statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIBFUNCT] ~ 3 | 45 | X [l 8ing

File Edit View Favorites Tools Help

dr Favorites | g ] Web Slice Gallery ~
| & Delete

] % v E) v ) d® v Pagew Safen

orAcLe R —

Favorites . Main Menu
New Window | Help | Cus
Travel and Expense

Delete a Travel Authorization
Alice Alice

Select |Travel Auth ID Travel Auth Name Business Purpose

]

Delete Selected Authorizationis)

Return to Travel Authorization

@ Intemnet | Protected Mode: Off 4
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Cancel a Travel Authorization

Travel Authorizations can only be cancelled when they are in an approved status. Travel Authorizations
will need to be cancelled if the trip has been cancelled or the Authorization is no longer needed.

Step

Action

Click the Main
Menu button.

o Favorites © gl jg] Web Slice Gallery +

| @ Employee-facing registry content [ I v [ i v Pagev Safet,
ORACI—E Home Add to Favorit

Personalize Content | Layout

[ My Favorites

> Employee Self-Senice
— Change My Password
— My Personalizations

— My System Profile

|~ My Dictionary

@ Intemet | Protected Mode: Off 4

Step

Action

Click on Employee Self-
Service.

o Favorites © gl @] Web Slice Gallery ~

| 1 Employee Seff-Service

| & Employee-facing registry content [ 5 - v [0 dh v Pagew Safe
ORACI_E Home Add to Favoril
Favorites © Main Menu
Search Menu:
Personalize
\ ®
Search: (1 Employee Seff-service ’

Change My Passwori

> My Favoril
I Employee [E] My Personalizations

- Changeh [ My System Profie
- My Persol [=] My Dictionary

— My Syster.

|- My Dictiona

@ Intemet | Protected Mode: Off 4
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT IR

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

[ % v E) v d v Pagew Safery-

ORACLE’
Home | | Addto Favort

Favorites | Main Menu
Search Menu:

Mons @

Search:

| @ Employee-facing registry content

Personalize Content | Layoul

(1 Employee Self-Service
— [E change My Passwaord [ Travel and Expenses »
o Er!:npluyss D My Personalzstions Travel and Expense Center

— Change [] My system Profile

—MyPersol [£] My Dictionary

— My Syster.
— My Diclionary |

https://fintraining.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/S/WEBLIE_PTPP_S¢ € Internet | Protected Mode: Off &

Action

Under the Travel
Authorization menu,

Click the 3 More... link.

o
<% statetus/psp/T MPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ & | ¢4 | X [l 8ing
2 —
File Edit View Favorites Tools Help
i Favorites | 5 &] Web Slice Gallery =
| {& Travel and Expense Center | - v [ gy v Pagew Safet,
Favovrites Main Menu > Employee Seff-Service > Travel and Expense Center
M; nu > Emy
ﬁ Travel and Expense Center
Employee Travel and Expense Center
Expense Report % Travel Authorization 52 Cash Advance
Create, modify, print, view or delete an Expense Report Create, modify, print, view, cancel or delste a Travel Craate, modgify, print, view and delete a C
= Creste Authorization Bl Create
=] Modify =l create =] Modify
= Print = Modify = Print
2 More.. =l Print 2 More...
[ Jliore ]
@ Print Reports =) Review Payments
Print any one of your expense transactions. %ﬁ Review history of expense payments
= Expense Report = Review Expense History
= Travel Authorization = Review Pavments
= Cash Advance
Done €D Internet | Protected Mode: OFf ]
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Step | Action

5. Click the Cancel link.

File Edit View Favorites Tools Help

dr Favorites | gl @] Web Slice Gallery +
| @ Travel and Expense Center | 5o v (2] deh v Page~v Safety
Favnvntes MalnvMenu > Employee ée?f—Servl(e » Travel and Expense Center

ice » Travel and Expense Center »
Z=| Travel Authorization
Create, modify, print, view, cancel or delete a Travel Authorization
= Create = Modify = Print
=] Creste » Travel Autnorization Modify a Travel Authorization Print a Travel Authorization
= e =) Detete =l
View a Travel Authorization Delete a Travel Authorization ancel a (ravel Authorization

Done & Internet | Protected Mode: Off L1

All the approved Travel
Authorizations that are not completed
will be listed.

If the authorization you are looking
for isn't showing up, double check
the status to confirm that it is
approved.

Step | Action

6. | Select the report you want to
delete,

&

[B et e

f . g, https://finsb:3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery ~

|QCam| |_ i I v [2] dh v Pagev Safety
orAcLe e —

Favorices . Main Menu
New Window | Help | Cus
Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Travel Auth Name

Date From

Conference 10142014 10M17/2014
Cancel Selected Travel Authorization(s)
Return to Travel Authorization
Done €D Internet | Protected Mode: Off L1
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Step | Action
7. Click the Cancel Selected

[ 2] https://finsbi.erp.state vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAVMEBLIBFUNCT) = 1 | 43 | x [l Bing
File Edit View Favorites Took Help

Travel Authorization(S) Jr Favorites | g @] Web Slice Gallery +
| @ Canca | v B v @ v Pager Safey
button.

— ORACLE' ‘m
| Cancel Selected Travel Authorization(s) I

Favorites . Main Menu

New Window | Help | Cus
Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Select |Travel Auth ID Travel Auth Name

Date From Date To

0000001559 Conference 10142014 10M7/2014

I Cancel Selected Travel Authorization(s) I

Return to Travel Authorization

Done

@ Internet | Protected Mode: Off 4

Step | Action

8. Click the OK button.

& Favorites | gl @] Web Slice Gallery +
OK i
@ Cancel

File Edit View Favorites Tools Help

|_ 5 v~ B v @ v Page~ Safet

orAcle R —

Favorices . Main Menu

New Window | Help | Cus
Travel and Expense

Save Confirmation
Alice Alice

“ The Save was successiul

<1

n

Done

€D Internet | Protected Mode: Off 4
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Step

Action

The cancelled Travel
Authorization should now be
in a closed status.

i Favorites | g ] Web Slice Gallery +
| & cancal

| % v B v 2 & v Pagev Safet

orAcLe R —

Favorites . Main Menu

New Window | Help | Cus
Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Select |Travel Auth ID

Travel Auth Name

Cancel Selected Travel Autharization(s)

Return to Travel Authorization

Done

&P Internet | Protected Mode: Off £
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CASH ADVANCES

CREATE Cash Advance (approved TA in VISION required)

Procedure
The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Cash Advances.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- Save often while working in the expense module, click the "Save for Later" button to
prevent the "data inconsistent with database" error that will not allow you to save or submit.

5. Minimum advance amount $200- The amount of the advance must not exceed the Travel
Authorization and must be over $200.

6. Taxable over 120 days- Any advance in excess of actual expenses that is not re-paid within 120 days
after the expenses were paid or incurred will be treated as taxable income to the employee and department
in accordance with IRS Accountable Plan rules.

7. Advances may be issued no sooner than 30 days prior to trip start date

8. An Approved Travel Authorization in VISION is required to submit a Cash Advance.

9. Cash advances will be deposited into your direct deposit (balance or 999) account.

10. An Expense Report will need to be completed after the travel occurs starting with the
Travel Authorization and applying the cash advance.
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Step

Action

Click the Main
Menu button.

& hitps://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/*tab=DEFAULT

Jr Favorites | gl @] Web Slice Gallery ~

| & Employee-facing registry content |_ 5o v [2] deh v Pagev Safety

OracLe R —
—_—

Personalize Content | Layout

Search:

\ ®
> My Favorites

> Employee Self-Senvice

— Change My Password

- Wy Personalizations

— My System Profile

|~ My Diclionary

@ Intemet | Protected Mode: Off %

Step

Action

Click on Employee Self-
Service.

Jr Favorites | gk jg] Web Slice Gallery v

| & Employee-facing registry content |_ 4 I v [ deh v Pagev Safety

| 1 Employee Seff-Service

CracLe R ——

Favorites ¢ Main Menu
Search Menu:

[ (©)
ﬂl 3 Employee Seff-Service 3 |

|5 Change My Password

[> My Favori S
> Employt [E] My Personalizations

- Change & My System Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

Personalize

@ Intemnet | Protected Mode: Off %
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Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/ h/ tab=DEFAULT

o |

B |44 | X [iB 8ing

File Edit View Favorites Tools

Help

& Favorites | g @] Web Slice Gallery +

& Employee-facing registry content

L=

Favorites - Main Menu

Search Menu:
Menu

Search:
Searcle Employee Self-Service

D Change My Password
[> My Favorif
> Employee D My Personalizations

(©)]

[ _Travel and Expenses »
I Travel and Expense Center I

— Change k D My System Profile
— MyPersal [ my Dictionary

— Wy Syster.

— Wy Dictionary

|_ % v B v [ & v Page~ Safety-

Home

Add to Favorit

Personalize Content | Layoul

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St

& Internet | Protected Mode: Off

‘&

Step

Action

Under the Cash Advance
menu,

Click the Create link.

€ Trovel and Expense ©
=y

@] nttps://finsbxa. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP//WEBLIB_PTPP_SC.HOMEPAGEFie ~ [ | 41| X [Il© Bing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center

ORACLE’

Favorites

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report

[ Create
| Nodify
=l Print

2 More

@ Print Reports

Print any one of your expense transactions.
= Expense Report
= Travel Authorization
= Cash Advance

Create, modify, print, view or delete an Expense Report

£ ~ B ~ [ @ v Page~ Safet

]

Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

Travel Authorization
Create, modify, print, view, cancel or delete a Travel
Authorization
El Create
=] Wodify
= print
3 More.

Review Payments

Review history of expense payments
= Review Expense History

= Review Payments

&) Intemnet | Protected Mode: Off 4

Page 107 of 130



/Q\VERMONT Expense Training Guide

Employee/Delegate

Step | Action

5 Type a brief meaningful S Fovories ] Web Sice Gallay =
explanation in the [ crene

Description field. ORACLE'

Favorites - Main Menu >

£] https://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIBFL ~ 5 |45 | x [I[=] Bing
=

|7| i~ v [C] de v Page~> Safeny

New Window | Help | Cus
Cash Advance
Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

General Information

“Description: 1 1

*Business Purpose: e

“Travel Auth #: \ Q

Date From: Date To:
Add Advance
*Source Description *Amount Currency
- | [ 000 USD =

Cash Advance Total:

0.00 USD
Save For Later | Submit For Approval

* Required Fiekd

Return to Cash Advance

&P Internet | Protected Mode: Off L1

Step | Action

ELQ ] https://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FL ~ % 44| x [lI[=] ging
6. Click the drop down arrow S Favoites £ 3 ) Web Sice Galley »
to choose the Business | & crete | B -8 O @ - Pager soley
Purpose.

oracle

Favorites © Main Menu >

New Window | Help | Cus
Cash Advance
Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

General Information

*Description: |Upcoming Conference
*Business Purpose: I h I
“Travel Auth #: \ Q
Date From: Date To:
Add Advance
*Source

Description *Amount [

0.00, USD =]

-

Cash Advance Total: 0.00 USD
Save For Later | Submit For Approval |

* Required Fizkd

Return to Cash Advance

&P Intemnet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

£] hitps://finsbid.peoplesoft.statevt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIBFL + & | 4 | X [fi[5] Bing

7. | Select the entry in the list e -
that most closely identifies || & e [ -8 -0 & - P e
the purpose of the trip. ORACLE

Favorites | Main Menu >

New Window | Help | Cus

Cash Advance

Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

General Information

*Description: \Upcwmmg Conference
*Business Purpose: -
CliegtSuonod
“Travel Auth # Conference =8
Eneral CApEnses I
Off-site Meeting
Training
Add Advance
*Source

Description *Amount Currency

0.00, USD =]

Cash Advance Total: 0.00 USD
Save For Later | Submit For Approval

* Required Fiekd

Return to Cash Advance

&P Internet | Protected Mode: Off

Step | Action

’(-_-\Q £] hitps://finsbud.peoplesoft. statevt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_ NAV.WEBLIBFL + & | 43 | X [fi[S] Bing
8. You can enter a Travel Auth

i Favorites - g ] Web Slice Gallery =
[ Fi v~ E) - I & v Pagev Safet

# if you know the number, or | ||@crer
ORACLE' ﬂ
Travel Authorizations #s. Favgrkes M fenu >

you can search for available

New Window | Help | Cus

. Cash Advance
Click the Look up Travel

Request Cash Advance

Auth # button. Bella Stella

User Defaults Advance ID: NEXT
@ General nformation |
*Description: |Upcoming Conference
*Business Purpose: Canference -
“Travel Auth #: [ BN
Date From: Date To:
Add Advance
*Source

Description *Amount [

- 000 USD =
Cash Advance Total: 0.00 USD
Save For Later | Submit For Approval |

* Required Fizkd

Return to Cash Advance

&P Intemnet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

9. Select Travel Authorization
ID

. i Favorites | 7 ] Web Slice Gallery =
|gCreate 5~ v [C] g - Pagev Safety
ORACLE

Favorites = Main Menu >

Look Up

Look Up Travel Auth #

Search by:  Travel Authorization ID + begins with

LookUp | Cancel |AdvannadLnnkun

Search Results

ization ID | Travel Auth Descripti
Conference in Mass EXP-31
0000oo004e Upcoming Canference

& Internet | Protected Mode: Off L1

The dates of travel are populated
from the Travel Authorization.

NOTE: Cash Advances cannot be
requested more than 30 days
before the trip!

] https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/5/ WEBLIE_TE_NAV.WEBLIBFL ~ G4 |45 | X [I[=] Bing
=

: i Favorites - 5 ] Web Slice Gallery ~

| @ crene {h ~ Bl - [ @ v Pagev Safety

Step | Action

10. | Next, the Source will have to
be selected.

Click the Source list.

oRACLE ﬂ

Favorites © Main Menu >
New Window | Help | Cus
Cash Advance
Request Cash Advance
Bella Stella User Defaults AdvancelD:  NEXT

General Information

*Description: |Upcoming Conference
*Business Purpose: Canference -
*Travel Auth #: fpocooooo4s a
I Date From: 10/26/2012  Date To: 10/31/2012 I

Add Advance

0.00, USD =]

0.00 USD

Cash Advance Total:

Save For Later | SubmitFnrAppmva\l

* Required Fizkd

Return to Cash Advance

&P Internet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

11.

Select the Cash Advance -
AP list item.
[cash Advance - AP |

i Favorites 5l @] Web Slice Gallery =
| & Create

~ B - [ d=h - Page~ Safety

oRACLE ﬂ

Favorites | Main Menu >

New Window | Help | Cus

Cash Advance

Request Cash Advance
Bella Stella User Defaults

Advance ID: NEXT

General Information

*Description: \Upcwmmg Conference
*Business Purpose: Canference -
“Travel Auth #: [o0oooo0o4s Q

Date From: 10/25/2012 Date To: 10/31/2012

*Source Description *Amount Currency
[=] | | 000 USD =]
D ——
0.00 USD
Save For Later | Submit For Approval

* Required Fiekd

Return to Cash Advance

& Internet | Protected Mode: Off

Step

Action

12.

Enter an explanation in the
Description field

s Favorites 5% ] Web Slice Gallery =

| & Create

ﬁ-.vm@vpagev Safety

Step

Action

oRACLE ﬂ

13.

Enter an Amount that is less
than or equal to the
associated Travel
Authorization.

NOTE: You cannot
exceed the amount of the
Travel Authorization and

the minimum amount is
$200.

Favorites © Main Menu >
New Window | Help | Cus
Cash Advance

Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT
General nformation |
*Description: |Upcoming Conference
*Business Purpose: Canference -
“Travel Auth # |oooooo0048 a

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance

Cash Advance - AP ~ NAdvance for Conference

=
Cash Advance Total: 0.00 USD
Save For Later Submit For Approval
= Required Fiekd
Return to Cash Advance
&P Internet | Protected Mode: Off 4
|
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Employee/Delegate

Step

Action

14.

If you are not ready to
submit, the Advance can be
Saved for later.

To Complete,

Click the Submit For
Approval button.

Submit For Approval I

& Favorites - 5[] Web Slice Gallery =
| @ create %~ B - ] & - Page~ Safety
e
FaVOv"Ces MalﬂvMEnU B3

New Window | Help | Cus
Cash Advance

Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

General Information

*Description: \Upcwmmg Conference
*Business Purpose: Canference -
“Travel Auth #: [o0oooo0o4s Q

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance

*Source *Amount Currency
Cash Advance - AP |Advance for Conference | 456.00] USD

Cash Advance Total:

Save For Later |I Submit For Approval I

0.00 USD

* Required Fiekd

Return to Cash Advance

@ Intemnet | Protected Mode: Off 4

Step

Action

15.

After reading the
certification statement, click
the OK button.

oK

i Favorites : 5l ] Web Slice Gallery =

| @ create [ B v B - 0 d v Pager Sefen
oracle

Favorites © Main Menu >

New Window | Help | Cus
Cash Advance

Submit Confirmation
Bella Stella

Advance ID: NEXT

V Click OK to submit, or click Cancel to return to the cash advance without submitting.
By signing and submitting this form | agree that the funds advanced to me will be used for the
purposes stated in this form

| understand that this note is due and payable on or before the tenth business day following my return
fram this trip and that this amount must be applied to my expense report submitted upon my return

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the

difference. The department will seek payment of any delinguent loan frem me and will not grant any
more advances until the delinquent loan is repaid.

OK Cancel

Done

@ Intemnet | Protected Mode: Off %
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Expense Training Guide
Employee/Delegate

Step

Action

16.

Click the OK button.

.......

The Advance is now
submitted and is waiting
for Expense Coordinator
approval. If any changes
are needed now, the
Advance will have to be
sent back to you by the
Expense Coordinator for
revision.

i Favorites 5k @] Web Slice Gallery v

7|fécfeate | | B~ ~ [ g ~ Page~ Safety

oracLe

Favorites = Main Menu >

New Window | Help | Cus

Cash Advance

Submit Confirmation
Bella Stella

Advance ID: NEXT

& he submitwas successiul

Done & Internet | Protected Mode: Off L1
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Modify Cash Advance

Expense Training Guide
Employee/Delegate

A Cash Advance can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department’s policy regarding
Cash Advances.

Step

Action

1.

Click the Main Menu
button.

Jr Favorites | gk jg] Web Slice Gallery v

| & Employee-facing registry content |_ B v [ deh v Pagev Safety

CracLe R —
—-—

Personalize Content | Layout

> Employee Self-Senvice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

@ Intemnet | Protected Mode: Off 4

Step

Action

Click the Employee Self-
Service menu.

| 3 Employee Self-Service

i Favorites © gk @] Web Slice Gallery v

| @ Employee-facing registry content ] v B v ) # v Pagew Safen

OracLe R —

Favorites | Main Menu

Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|=] Change My Password

[> My Favoril _—
 Employes D My Personalizations

- Change My System Profile
- MyPersol [£] My Dictionary

- My Syster

- My Dictionary

Personalize

@ Intemet | Protected Mode: Off 4
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Expense Training Guide
Employee/Delegate

Step

Action

3.

Click the Travel and
Expense Center menu.

| 2] https://fintraining. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT IR

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

| |=] Travel and Expense Center

|§ Employee-facing registry content

[ % v E) v d v Pagew Safery-

ORACLE’

Favorites © Main Menu

Home | | Addto Favort

Search Menu:

o ©

Search:

Personalize Content | Layoul

(1 Employee Self-Service

— [E change My Passwaord [ Travel and Expenses »
o Er!:npluyss D My Personalzstions Travel and Expense Center

— Change [] My system Profile

—MyPersol [£] My Dictionary

— My Syster.
— My Diclionary |

https://fintraining.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/S/WEBLIE_PTPP_S¢ € Internet | Protected Mode: Off &

Step

Action

Under the Cash Advance
menu,

Click the Modify link.

€ Travel and Expense C findow

KOl €1 hips//finsbid erp.stateat.us/psp/TRAINING/EMPLOYEE /ERP/s,

WEBLIB_PTPP_SC.HOMEPAGEFie ~ & | 44 | X [Il® Bing
—

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery +

| @ Travel and xpense Center [ i v E) v [0 % v Pagew Ssfen,
ORACLE’

Favovrites Main Menu > Employee Seff-Service > Travel and Expense Center

ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
'@ Create, modify, print, view and delete a ¢

& Create Authorization =] Create
E Modify ElCreate
= Print = Modify ™
2llore.. = Prnt
3More.
@ Print Reports é Review Payments
Print any one of your expense transactions. Review history of expense payments
= Expense Report ] Review Expense History
E Iravel Authorization ] Review Pavments

= Cash Advance

Done €D Internet | Protected Mode: OFf i
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Employee/Delegate

Make any necessary changes. If the
Advance was sent back for revision
the reason will be listed in the
comment section.

|| @ wodity

i Favorites 5 ] Web Slice Gallery +

N T3 - E) - 0 d% - Page~ Safen

Step

Action

5.

Click the Submit For
Approval button.

Submit For Approval

oRACLE ﬂ

Favorites - Main Menu > Emp\oyee§ vice > EmplayeeI&ECenter > Cashﬂg]wnce > Modify
*Source *Amount Currency

De:
Cash Advance-AP  ~ 456.00 USD =

Cash Advance Total: 456.00 USD
Advance Status

Status: Pending Post Status: Mot Applied

Created On: 1018i2012 BY: BSTELLA

Last Updated: 10182012 By: BSTELLA

Cash Advance Status

Routing Name Approval Status Date

‘Originator Stella,Bella In Process
Pre-Pay Auditor

[Approval Detail

Name:

Comment:

Save For Later |I Submit For Approval I

* Required Field

Return to Cash Advance

& Internet | Protected Mode: Off 4

Done

Step

Action

After reading the
certification statement, click
the OK button.

oK

s Favorites 5% @] Web Slice Gallery =

|§Craata |7 - ~ [Z] @ v Page~ Safety

oracle

Favorites © Main Menu >

New Window | Help | Cus

Cash Advance

Submit Confirmation
Bella Stella Advance ID:  NEXT

V Click OK to submit, or click Cancel to return to the cash advance without submitting.
By signing and submitting this form | agree that the funds advanced to me will be used for the
purposes stated in this form

| understand that this note is due and payable on or before the tenth business day following my return
fram this trip and that this amount must be applied to my expense report submitted upon my return

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the

difference. The department will seek payment of any delinguent loan frem me and will not grant any
more advances until the delinquent loan is repaid.

OK Cancel

Done &P Internet | Protected Mode: Off 4
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Employee/Delegate

Step

Action

Click the OK button.

.......

The Advance is now
submitted and is waiting
for Expense Coordinator
approval. If any changes
are needed now, the
Advance will have to be
sent back to you by the
Expense Coordinator for
revision.

i Favorites 5k @] Web Slice Gallery v

7|fécfeate | | B~ ~ [ g ~ Page~ Safety

oracLe

Favorites = Main Menu >

New Window | Help | Cus

Cash Advance

Submit Confirmation
Bella Stella

Advance ID: NEXT

& he submitwas successiul

Done & Internet | Protected Mode: Off L1
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Expense Training Guide
Employee/Delegate

Step | Action

1.

Click the Main
Menu button.

ir Favorites © 5k 8] Web Slice Gallery v

| @ Employee-facing registry content | |

£ ~ B -~ & = - Page~ Safety

OracLe
Favorites

Personalize Content | Layout

Search:

\ ®
[ My Favorites

[ Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

|~ Wly Diclionary

@ Intemet | Protected Mode: Off b

Step

Action

Click on Employee Self-
Service.

| 3 Employee Self-Service

i Favorites 5 @] Web Slice Gallery =

| @ Employee-facing registry content | |

%3 v B - [ @ v Page~ Safet

CracLe

Favorites - Main Menu
Search Menu:

[ &

H“'mm 3 Employee Seff-Service » I
Change My Passwaori

s Emplwe: D My Personalizations

I~ Change [ My System Profile

- by Persol [5] My Dictionary

My Syster

|- My Dictionary

Personalize

&P Internet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

" | 2] https://fintraining.erp.state.vt.us/psp/TRAINING/EMBLOYEE/ERP/n/ab=DEFAULT  + G | B3 [ 4] x [l 8ing
3. | Click the Travel and
Expense Center link. & Favorites | g @] Web Slice Gallery +

Employee-facing registry conten B o v [] @ v Pagev Safety:
Travel and Expense Center © tleyeetacng egey coned Ll 0-8 0% = s
(@]

L=

Favorites - Main Menu

File Edit View Favorites Tools Help

Home | | AddtoFavorit

Search Menu:

e &

Search:

Personalize Content | Layoul

(1 Employee Self-Service

[ change My Password nmul
Eg:ni?;;‘:; |8 My Personalzations Travel and Expense Center
— Change k D My System Profile
— MyPersol [5] My Dictionary

— Wy Syster.
— Wy Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off A

(@ Tt e
=

Step | Action
4 JSl| &) hitps://finsbid.crp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/3/WEBLIE_PTPP_SCHOMEPAGEFc ~ G | ¢ | % [ 8ing
4, Under the CaSh Advance File Edit View Favorites Tools Help
menu & Favorites | gl @] Web Slice Gallery +
! | @ Trovel and Expense Center | | B - v [ dgh ~ Pagev Safet

Click the 2 More... link. ORACLE

Favgrites  Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

ﬁ Travel and Expense Center

Employee Travel and Expense Center

2, Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Expense Report

Cash Advance
Create, modify, print, view or delete an Expense Report

@ Create, modify, print, view and delete a

= Create Authorization = Create
| Modify ElCreate E Modify
= Print E] Modify =i

2 Wore =l print
3 More.
@ Print Reports é’ Review Payments
Print any one of your expense transactions. Review history of expense payments
= Expense Report = Review Expense History

= Travel Authorization = Review Payments
= Cash Advance

@ Intemet | Protected Mode: Off 4
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Employee/Delegate

Step | Action

5. Click the View link.

€ Travel and Expense Ce findows Internet Ex

(el &) hitps://finsbi.erp state.vt.us/psp/ TRAINING/EMPLOVEE/ERP//WEBLIB_PTPR_SCHOMEPAGEFe = 5 | 42| x [ fing

File Edit View Favorites Tools Help

Iy Favorites | gl @] Web Slice Gallery +

| Travel and Bxpense Center ] i v E) v [ d v Pagew Safen

oracle N —

Favorites  Main Menu > Emp\uyeeéef-SewlcE » Travel and Expense Center

nu > Emplo

53 Cash Advance

Create, modify, print, view and delete a Cash Advance.

= Create = Modify = Print
= Create a Cash Advance Wodify a Cash Advance Print a Cash Advance

e > Travel and Expense Center »

E" Delete
Delete a Cash Advance

Done & Internet | Protected Mode: Off L1

Step | Action

6. If you know the cash
advance # it can be entered
here. To view all cash
advances click

the Search button.

Search

i Favorites  : 5l ] Web Slice Gallery =
| & view | G- ~ ] deh ~ Pagev Safety
Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > View

New W

Cash Advance
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
Maximum number of rows to return (up to 300): |300

Search by: AdvancelD - bagmswwlh|
I Search IAdvancsd Search
4 m
Done & Internet | Protected Mode: Off 4
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Employee/Delegate

Action

Select the Cash Advance
you want to view.

i Favorites 5 ] Web Slice Gallery =
| @& view | | %~ B -~ I & - Page~ Safety
Favorites - Main Menu > Employee §erf—ser\r|ce > Employee I&E Center > Cash Fgwnce > View
New W
Cash Advance
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300): |300
Search by: AdvancelD - bagmswwlh|
Search |Advanced Search
Search Results
lAdvance ID |Advance Description |Hame dvance Status|Creation Date|
00000000178 Jpcoming Conference Stella Bella 60885 Submitted 10/18/2012
0000000016 Conference Stella,Bella 60885 Submitted 101812012
] m
&P Internet | Protected Mode: Off L1

Step

Action

All fields will be grayed out
when viewing a cash
advance. The advance status
will be located in the
Advance Status section.

i Favorites

5% @] Web Slice Gallery =

| & view R - B O - Pager Sy

oRACLE ﬂ

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > View

New Window | Help | Cus
Cash Advance
View Cash Advance
Bella Stella

User Defaults Advance ID: 0000000017

General Information

19 Conference

*Description:

“Business Purpose: ‘C“"TE'E”EE "

“Travel Auth # |ooooooo048 a

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance

*Source Amount Currency | Apply Tax
Cash Advance - AP Advance for Training 456.00 USD

Cash Advance Total: 456.00 USD
Advance Status

Status: Submitted Post Status: Mot Applied

Created On: 10182012 By: BSTELLA

Last Updated: 10182012 By: BSTELLA

Accounting Date:  10/18/2012 Accounting Template: STANDARD

& Intemnet | Protected Mode: Off %
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Print a Cash Advance

Employee/Delegate

Cash Advances are available to view in the system and it is not necessary to print

Step | Action

1. Click the Main
Menu button.

i Favorites © ks @] Web Slice Gallery ~

| & Employec-facing registry content

[ 5 v B v I @ v Pagev Safet

oracLe R ——
Favorites

Personalize Content | Layout

> My Favorites

- Employee Self-Senice
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off 4

Step | Action

2. Click on Employee Self-
Service.

| 3 Employee Self-Service

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry content | 5o v [] e v Pagev Safety

oracLe N —

Favorites { Main Menu

Personalize Sarch Menu:

\ ©)

) (3 Employee Seff-Service 3
My F: . Change My Passwori
Iy Favori -
I» Employes [E) My Personalizations
- Change | My System Profile
- My Persol (5] My Dictionary
- by Systen———
| My Dictionary

& Internet | Protected Mode: Off g
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Employee/Delegate

Step | Action

N g| https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT > O |&|4|x [I© sing
3. Click the Travel and
Expense Center link.

Employee-facing registry conten B o v [] @ v Pagev Safety:
Travel and Expense Center © tleyeetacng egey coned Ll 0-8 0% = s
LE

Favorites - Main Menu

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery +

Home | | AddtoFavorit

Search Menu:

e &

Search:

Personalize Content | Layoul

(1 Employee Self-Service

[ change My Password nmul
Eg:ni?;;‘:; |8 My Personalzations Travel and Expense Center
— Change k D My System Profile
— MyPersol [5] My Dictionary

— Wy Syster.
— Wy Dictionary

https://fintraining.erp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEELIE_PTPP St @ Internet | Protected Mode: Off A

(@ Tt e
=

Step | Action
4 JSl| &) hitps://finsbid.crp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/3/WEBLIE_PTPP_SCHOMEPAGEFc ~ G | ¢ | % [ 8ing
4, Under the CaSh Advance File Edit View Favorites Tools Help
menu & Favorites | gl @] Web Slice Gallery +
| @ Trovel and Expense Center | | B - v [ dgh ~ Pagev Safet

Click the Print link. ORACLE

Favgrites  Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete a

[ Create Authorization = Create
= Modify El Create =
= Print E] Modify
2 More. = Print
3 More.
@ Print Reports .| Review Payments
Print any one of your expense transactions %ﬁ Review history of expense payments
= Expense Report = Review Expense History

= Travel Authorization = Review Payments
= Cash Advance

Done €D Intemnet | Protected Mode: Off L1
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Employee/Delegate

Step

Action

If you have the Cash
Advance # that you want to
print you can enter the
number into the Advance Id
field or you can search to
select.

Click the Search button.
Search

& hittps://finsbxd.peoplesoft statet.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIE_TENAVWEBLIBFL + 5 | 45| X
=

ir Favorites 5 ] Web Slice Gallery v

J(éﬁint | | - ~ ] deh ~ Pagev Safety

OracLe

Favorites | Main Menu

New W
Cash Advance
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300): |300
Search by: AdvancelD - bagmswwlh|
pdvanced Search
< [
Done &P Internet | Protected Mode: Off L1

Step

Action

Select the Cash Advance
you want to print.

o Favorites © gl jg] Web Slice Gallery ~

|@piint [ % v E) v [ v Pagew Safen

Oracle

Favorites = Main Menu

New W
Cash Advance
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Maximum number of rows to return (up to 300); |300
Search by: Advance ID ~ begins with|
Search | Advanced Search
Search Results
View First [ 1-20f2 [ Last
Advance ID [Advance Description[Name Empl ID[Advance Status [Creation Date
0000000002 Conference Stella,Bella 60885 Submitted 0214/2013
0000000001 Training Stella,Bella 60885 Approved 02/07/2013
] m
€ Internet | Protected Mode: Off b
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Employee/Delegate

Action

A printable version of the
Cash Advance will be
available on the screen.

Follow the instructions you
currently use to print from
your browser.

dr Favorites . 3y ] Web Slice Gallery =
| @ print L ~ [ dh v Pagew Safety

oracLe

Favorites | Main Menu

New Window | Help | Cus

To print this report, please use your browser's print feature.

2

#~+ VERMONT

Cash Advance Report Date: 02/14/2013

Bella Stella Report Time: 3:11:04PM
Advance ID: 0000000002 EmplID: 60885
Description: Conference Status:  Submitted

Business Purpose:  Conference

Reference Number:

Comment:
Advance Source Description Amount
Cash Advance - AP 27500 USD
Travel Authorization ID: 0000000012 Cash Advance Total: 275.00 USD
Submission Date: 02/14/2013 Less Nonpayable Amount: 0.00 USD
Approval Date: 02/14i2013 Amount Due Employee: 27500 USD

By signing and submitting this form | agree that the funds advanced to me will be used for
the purposes stated in this form. | understand that this note 1s due and payable on or before
the tenth business day following my return from this trip and that this amount must be
applied to my expense report upon my return. If my expense report is not sufficient
Done &P Internet | Protected Mode: Off L1
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Employee/Delegate
Delete a Cash Advance
Cash Advances can only be deleted when they are in a pending status.

Step | Action

[ Emoyecfacng =

? l 2] https://finsbxd.peoplesoft state.vt.us/psp/FMSEX4/EMPLOYEE/ERP/h/ ?tab=DEFAULT

1. Click the Main e T

Menu button. | @ Employes-facing registry content [ Bov B v & v Pagev Safey

Man Men ORACLE  CH——
Favovm:es

Personalize Content | Layout

[ My Favorites

> Employee Self-Senice
— Change My Password
— My Personalizations

— My System Profile

|~ My Dictionary

@ Intemet | Protected Mode: Off %

Step | Action CEErets
EALQ £ https//finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT -4 T
2. | Click on Employee Self- e
Se rVi ce. | & Employec-facing registry content |

s [ oracLe R —

Favorites © Main Menu
Search Menu:

Personalize

- Change | D My System Profile
- Wy Persal [5] My Dictionary
My Syster.

| My Dictionary

@ Intemet | Protected Mode: Off %
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Employee/Delegate

Step

Action

3.

Click the Travel and
Expense Center link.

Travel and Expense Center

| 2] https://fintraining. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT IR

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

| @ Employee-facing registry content

[ % v E) v d v Pagew Safery-
ORACLE"

Favorites | Main Menu
Search Menu:

o ©

Search:

Home | | Addto Favort

Personalize Content | Layoul

(1 Employee Self-Service

— [E change My Passwaord [ Travel and Expenses »
o Er!:npluyss D My Personalzstions Travel and Expense Center

— Change [] My system Profile

—MyPersol [£] My Dictionary

— My Syster.
— My Diclionary |

https://fintraining.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/S/WEBLIE_PTPP_S¢ € Internet | Protected Mode: Off &

Step

Action

Under the Cash Advance
menu,

Click the 2 More... link.

€ Travel and Expense |

(7R B

O IRl 2 https://finsbid erp.statetus/psp/T MPLOVEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ & | 43 | X [l 8ing
\S AN —

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @ Travel and Expense Center [ % - < [ g v Pagev Safet,
ORACLE

Favovrites MainvMenu + Employee Self-Service : Travel and Expense Center

denu > E
ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Travel Authorization
Create, modify, print, view, cancel or delste a Travel

Cash Advance
'@ Create, modgify, print, view and delete a C

= Creste Authorization E] Create
=] Modify =l create =] Modify
= Print = Modify =] Print
2 More., = Print
3 Wore.
@ Print Reports = 5 Review Payments
Frint any one of your expense transactions Review history of expense payments
= Expense Report =l Review Expense History
=] Travel Authorization =l Review Pavments

= Cash Advance

€ Intemnet | Protected Mode: Off £
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Employee/Delegate

Step | Action

[@ Travel and Expense Ce

5. Click the Delete link.

KO ) Sl £ https://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFie » 5 | é2 | x [ 8ing

File Edit View Favorites Tools Help

I Favorites | gl ] Web Siice Gallery +

| & Travel and Expense Center |_ 5~ v [2] e v Pagev Safety

oracLe R —

Favnvntes MalnvMenu > Emu\nyeeéef-Sewl(e » Travel and Expense Center

u > Employee Self-Service > Travel and Expense Center =

Cash Advance

Create, modify, print, view and delete a Cash Advance.

= Create = Modify = Print
= Create a Cash Advance Wodify a Cash Advance

Print a Cash Advance

15 =

Wiew a Cash Advance e Lash Advance

@ Intemnet | Protected Mode: Off 4

Any Cash Advance that is in a

pending status will show up available
to delete.

If the Cash Advance you are looking
for isn't showing up, double check
the status to confirm that it is
pending.

Step | Action

6. | Select the Advance you want
to delete,

O

[€ Delete - Windousnte
GO

k)l £ | hitps:/finsbid.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] + & [ 2| x 1D 8ing

File Edit View Favorites Tools Help

i Favorites | k] Web Slice Gallery =
| & petete

[ 5 v B v & v Pagev Safety

ORACLE'
Home | Workist | AddtoF:

Favorites  Main Menu

New Window | Help | Cus
Travel and Expense

Delete a Cash Advance
Alice Alice

Select |Advance ID

|Advance Description

Creation Date
0000000362 VT Conference 09/26/2014

Amount (Currency

180.00 USD
[C] 0000000361 VT CONFERENCE 09/23/2014 64126 USD

Delete Selected Advance(s)

Return to Cash Advance

Dene

€ Intemet | Protected Mode: Off L]
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Employee/Delegate

Step | Action

& Delete - Windows Inte;

7. Click the Delete Selected
Advance(s) button.

Delete Selected Advance(s)

| ] hitps,//finsbi.crp.statesvtus/psp/ T

OVEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g | X bemg

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

|| @ pelere [ ]

- v [ deh v Page~w Safety
oracle

Favorites | Main Menu

New Window | Help | Cus
Travel and Expense

Delete a Cash Advance
Alice Alice

Advance ID |Advance Description

0000000362 VT Conference

Creation Date Amount

Currency

09/26/2014 180.00 USD

[C] 0000000361 VT CONFERENCE 09/23/2014 64126 USD

Delete Selected Advance(s)

Return to Cash Advance

Dane

€ Internet | Protected Mode: Off &

Step | Action

8. Click the OK button.
OK

€ Delete - Windows Inte

KO ) Sl £ hitps://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » 5 [ 2| x 1D 8ing

File Edit View Favorites Tools Help

| & pelete

i Favorites | ] Web Slice Gallery =

<1

| % v B v 2 @& v Pagev Safet

OracLe G —

Favorites  Main Menu

New Window | Help | Cus
Travel and Expense

Save Confirmation
Alice Alice

“ The Save was successful

=

n

Dene

€D Internet | Protected Mode: Off i
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Step

Action

The deleted Cash Advance
will no longer be available to
view, modify, or print.

| & Delete - Windows Inte

KO ) Sl £ hitps://finsbid.erp.state-vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIEFUNCT] » 5 [ 2| x 1D 8ing

File Edit View Favorites Tools Help
r Favorites | gl ] Web Slice Gallery +
| & Delete

] % v E) v 1 d v Pagew Safen

orACLe R —

Favorites . Main Menu

New Window | Help | Cus
Travel and Expense

Delete a Cash Advance
Alice Alice

Select |Advance ID |Advance Description Creation Date Amount

Currency
[C] 0000000361 WT CONFERENCE 09i23/2014 64126 USD

Delete Selected Advance(s)

Return to Cash Advance

Done &P Internet | Protected Mode: Off L1
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